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PREFACE  AND  PRELIMINARY  EXPLANATIONS 

The  object  in  view  in  preparing  this  book  has  been  to  meet  the  need  for  a  text-book  in  Bookkeeping 
for  second,  third,  and  fourth  years  in  secondary  schools. 

While  the  sets  of  transactions  given  have  reference  to  particular  lines  of  business,  the  book  does  not 
profess  to  deal  with  each  in  a  specialized  manner.  For  the  sake  of  clearness,  particular  lines  of  business, 
and  definite  systems  of  bookkeeping,  have  been  adopted,  and  business  usages  have  been  strictly  adhered 
to  throughout,  but  the  main  purpose  of  ttie  book  is  to  set  forth  the  principles  underlying  the  science  of 
accountancy,  and  to  show  how  these  principles  may  be  appUed,  so  that  the  students  who  have  completed  the 
course  will  be  able  to  adapt  themselves  to  any  system. 

Hence  careful  attention  has  been  given  to  the  use  of  special  books  and  of  special  colunms,  but  always 
with  reference  to  their  place  in  the  complete  system.  In  like  manner,  the  trading  side  and  the  expense  side 
of  the  record  have  been  analyzed  in  such  a  way  as  to  show  at  once  how  they  may  be  made  to  exhibit  the 
progress  of  the  business  and  how  they  alTect  the  arrangement  of  the  books. 

The  instructions  at  the  beginning  of  each  set  are  given  for  the  sake  of  defmiteness.  It  is  not  intended 
that  they  shall  be  followed  without  variation.  Changes  may  be  made  for  the  sake  of  special  emphasis  on  any 
method  of  arrangement,  but  such  change  should  be  made  so  as  to  include  all  related  parts  in  the  system 
adopted. 

Further,  the  sets  may  be  taken  in  an  order  different  from  that  in  which  they  occur.  For  example.  Set 
VIII  may  be  taken  immediately  after  Set  III.  In  that  case  no  reference  need  be  made  to  the  Shipment  and 
Consigmnent  Ledgers.  Again,  Sets  IV  and  V  may  be  worked  without  making  provision  for  departments, 
and  Sets  III,  I\,  and  V  may  be  discontinued  at  the  end  of  the  first  month  in  each  case. 

In  order  that  the  sets  may  be  made  shorter  if  desired  inventories  at  the  middle  of  each  of  the  months  of 
Sets  II,  III,  IV,  V,  and  VI  are  given. 

INTEXTORIES,  SET  II,  OCT.  13,  19— 
Mdse.  on  hand,  $1964..50;  Real  Estate,  S6000:  Mortgage  payable,  $4000;  Interest  accrued  on  Mortgage 
payable,  $57.50;  Office  Furniture,  §345;  Insurance  unexpired,  S28.75. 

IX^  EXTORIES,  SET  III,  NOV.  15,  19— 
Mdse.  on  hand,  .S1420.50;  Furniture,  -S46.25;  Horse  and  Wagon,  $367.50;  Insurance,  paid  in  advance, 
$16.15;  Salaries  due,  S55.41;  Rent,  paid  in  advance,  §45;  Partners'  Salaries  for  the  half  month,  each,  $50. 

INVENTORIES,  SET  IV,  JAN.  14,  IP- 
Dress  Goods,  $9450:  Gloves  and  Hosier>',  §3000;  Staples,  $4400;  P  urniture  (allow  2>^%  for  depreciation), 
$438.75;  Insurance  unexpired,  $67.50;  Rent,  paid  in  advance,  §150;  Reserve  for  Bad  Debts,  $50.24;  Interest 
accrued  on  B.  R.2,  §1.50. 

INVENTORIES,  SET  V,  MARCH  15,  19— 
Tea,  $1863.15;  Canned  Goods,  §1351.90;  Dried  Fruits,  $392.20;  Biscuits,  §618.43;  Sugar,  $1107.20; 
Sundries,  S399.70;  Total,  §57.32.60;  Travelling  Expenses  due,  §11.50;  Rent,  paid  in  advance,  §75 ;' Insurance,' 
paid  in  advance,  §59.37;  Furniture,  §438.73;  Salesmen's  Salaries,  §15;  Office  Salaries,  §10;  Coal,  §30.62; 
Reserve  for  Bad  Debts,  1%  on  Accounts  Receivable   §10.04. 

INVENTORIES,  SET  VI,  MAY  15,  IP- 
Material,  Biscuit  Dept.,  §1100;  Conf  Dept.,  §650:  :Manufactured  Goods,  Biscuits  Dept..  §2800;  Conf. 
Dept.,  $925;  Boxes,  etc.,  §410;  Depreciation  of  Plant,  ^i%;  Insurance,  11^  mo.,  paid  in  advance,  §86.25; 
Travelling  Expenses  accrued,  §5;  Heat,  Light,  and  Power  accrued,  §90.  The  ex-penses  are  to  be  divided 
between  the  departments  in  the  proportions  given  at  the  end  of  the  set.  No  dividend  is  declared.  The  net 
profit  is  carried  down  as  undivided  profits. 
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SINGLE   ENTRY   AND   DOUBLE   ENTRY 

BooKKEEPlKG  is  iiot  merely  a  record  of  the  transactions  of  a  business,  nor  even  a  systematic  record 
of  such  transactions,  but  it  is  a  record  of  the  transactions  of  a  business  for  a  definite  purpose,  and  it  is 
the  purpose  that  determines  the  system  of  bookkeeping. 

The  science  which  deals  with  the  construction  of  systems  of  bookkeeping  is  called  accountancy. 

In  a  business  in  which  purchases  are  deli\ered  without  charge  and  are  paid  for  in  cash  at  the 
beginning  of  each  month,  and  in  which  sales  are  for  cash,  the  system  of  bookkeeping  is  reduced  to  a  cash 
book.  To  this  a  Merchandise  account  may  very  readily  be  added,  if  desired,  by  totalling  the  invoices 
and  the  daily  sales  for  the  month. 

A  more  complex  business,  in  which  the  sales  are  made  on  credit  as  well  as  for  cash,  requires  the 
addition  of  some  method  of  recording  the  accounts  with  persons.  There  are  several  methods,  now  in  use, 
of  filing  the  counter  checks,  any  one  of  which  will  serve  the  purpose  of  such  a  record. 

When,  however,  the  expense  side  of  the  business  begins  to  assume  large  proportions,  and  the  net 
profits  for  the  year  depend  upon  the  expenses  as  well  as  upon  the  profits  on  sales,  such  a  system  of  book- 
keeping becomes  necessary  as  will  present  a  complete  analysis  of  Profits  and  Losses  as  well  as  of  Assets 
and  Liabilities. 

The  essential  difference  between  Double  Entry  and  Single  Entry  bookkeeping  is  that  the  former 
does,  while  the  latter  does  not,  present  this  complete  analysis. 

A  careful  examination  of  the  Financial  Statements  in  the  two  .sj-steras  will  make  this  clear. 

THE    FINANCLAL    STATEMENT     DOUBLE   ENTRY 

1.  (a)  From  the  following  Trial  Balance  and  Inventories  make  out  a  statement  of  Lo.sses  and 
Gains,  a  summary  of  the  Capital  Account,  and  a  statement  of  Assets  and  Liabilities. 

Cash 350.00 

Bank 2750.00 

Bills  Receivable IJfiO.OO 

WiUiam  Davis 275.00 

Merchandise 54.60.00           4320.00 

Expense   375.00 

Real.  Estate   2450.00 

Interest  and  Biscovmt 20.00               10.00 

Bills   Payable 1150.00 

John   Eraser 1700.00 

James  Leckie  (Cap.  Acct.) 400.00            6300.00 

13480.00         1.3480.00 
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IXVEXTORIES 


Merchandise 2120.00 

Real  Estate 2500.00 

Interest  due  on  Bills  Receivable 12.00 

"          "         Bills  Payable.  . .'t  00 

Rent  due  by  us  and  unpaid lin.QO 

(b)  Make  a  list  of  the  items  used  in  the  statement  of  A'isets  and  Liabilities,  groupint;  them  according 
to  the  books  or  other  sources  from  which  they  were  obtained. 

(c)  What  accounts  in  the  Trial  Balance  are  not  included  in  the  list  in  [h)  above  1  What  class  of 
Accounts  is  this  ? 

(d)  If  the  class  of  accounts  mentioned  in  (c)  were  omitted,  could  you  find  the  Gain  or  Loss?     How? 

2.  H.  Walker  begins  business  Jan.  1,  with  Assets  $7560,  and  Liabilities  §700.  He  withdraws 
during  the  j-ear  $450  and  adds  to  his  investment  $800.  His  gains  for  the  year  have  been  $1260,  and 
his  losses  $680.  Make  out  a  summary  of  his  Capital  Account  at  Dec.  31,  showing  his  present  Net 
Capital. 

3.  Adam  Smith  begins  business  Jan.  1,  with  Assets  $8620  and  Liabilities  $3260.  During  the 
year  he  adds  to  his  investment  $1350,  and  withdraws  for  private  use  $770.  Dec.  31  his  standing  is  as 
follows :  Cash  on  hand,  $660  ;  on  deposit,  $2520  ;  Goods  on  hand,  $3220  ;  Notes  on  hand,  $170  ;  Notes 
outstanding,  $225  ;  Accounts  due  him,  $360  ;  Accounts  due  by  him,  $450  ;  Interest  due  on  Bills 
Payable,  $1.60  ;  Rent  due  by  us  and  unpaid,  $50;  Insurance  paid  in  advance,  $10.20.  Find  his  Net 
Gain  for  tlie  year.  (Make  out  a  statement  of  Assets  and  Liabilities,  and  the  summarv  of  the  Capital 
Account.) 

4.  T.  D.  Jordan  closes  the  year  as  follows  :  Cash  on  hand,  $375  ;  on  deposit,  $2400  ;  Goods  on 
hand,  $3360;  Notes  on  hand,  $160;  Accounts  due  him,  $460;  Bills  Payable  outstanding,  $330,  and 
interest  due  thereon,  $1.45  ;  Salaries  unpaid,  $60  ;  Rent  of  store  paid  in  advance,  $75.  The  Gains  for 
the  year  have  been  $2260  and  the  Losses  $1390.  The  proprietor  withdrew  during  the  year  $120.  Find 
his  Net  Investment.  (Make  out  statements  of  Assets  and  Liabilities,  and  a  summary  of  the  Capital 
Account.) 

THE   FINANCIAL   STATEMENT— SINGLE   ENTRY 

I.  You  are  appointed  bookkeeper  for  a  firm  whose  l)ooks  have  been  kept  by  Single  Entry,  and  you 
are  furnislied  with  the  following  data  :  Cash  on  hand,  $145.60  ;  on  deposit,  $1112.70  ;  Personal  Accounts 
due  to  the  firm,  $1257.60  ;  Personal  Accounts  due  b\'  the  firm,  $927.40  ;  Bilb  Receivable  on  hand, 
$327.20;  Bills  Payable  outstanding,  $246.70;  Rent  of  the  store  for  the  past  month,  unpaid,  $75; 
Insurance  paid  in  advance,  $20  ;  Goods  on  hand,  $2296.40  ;  Oflice  Fixtures  valued  at  $175  ;  Horse  and 
Wagon  valued  at  $225  ;  Interest  due  on  Bills  Receivable,  $1.75  ;  Interest  due  on  Bills  Payable,  $1.10; 
C.  Matthews  (Cap.  Acct.)  Cr.,  $2125.60;  D.  Roberts  (Cap.  Acct.)  Cr.,  $1736.75;  C.  Matthews  (Private 
Acct.)  Dr.,  $175  ;  D.  Roberts  (Private  Acct.)  Dr.,  SI 22.50. 

(a)  If  Gains  and  Losses  are  shared  equally,  make  out  (I)  a  statement  of  Assets  and  LiabiUties; 
(2)  a  statement  showing  the  Net  Gain  ;  (3)   statements  showing  the  Net  Capital  of  each  partner. 

(6)  Show  tlie  Capital  Accounts  and  also  the  Private  Accounts  properly  closed.  See  page  12. 

(c)  Give  the  entry  or  entries  necessary  to  change  the  books  from  Single  to  Double  Entry  :  (I)  in 
complete  form,  showing  the  items  checked  as  posted  (using  any  paging)  ;  (2)  in  short  form,  showing  the 
items  checked  as  posted  (any  paging).      &ee  page  11. 


BOOKKEEPING 


DOUBLE  ENTRY  THEORY 

The  underlying  principle  of  Double  Entry  bookkeeping  is  to  be  found  in  the  dual  nature  of  the 
transaction.  Every  transaction  capable  of  being  expressed  in  terras  of  the  account  consists  of  two  parts, 
a  value  received  and  a  value  given.  Tlie  former  is  referred  to  as  the  debit  item  of  the  transaction  and 
is  entered  on  the  debit  side  of  some  account  or  accounts.  The  latter  is  referred  to  as  the  credit  item  of 
the  transaction  and  is  entered  on  the  credit  side  of  some  account  or  accounts.  Hence  the  Double  Entry 
rule  that  for  every  debit  there  must  be  a  credit  of  equal  value. 

Not  only  is  every  transaction  recorded  in  full  but  also  in  the  process  of  the  work,  each  transaction  is 
analysed  into  its  essential  parts.  Thus,  if  it  is  a  transaction  resulting  in  an  increase  of  capital  for  the 
business,  as  a  sale  for  S2.50  of  goods  which  cost  $200,  the  sale  eventually  appears  thus  ; 

Cash  Dr  2.50 

Mdse.  Cr.  200 

Loss  and  Gain         Cr.  50 

Every  transaction  resulting  in  a  decrease  is  similarly  analyseil. 

Hence  in  Double  Entry  bookkeeping  there  always  appears  a  complete  record  of  two  groups  of  items  ; 

(a)  Asset  and  Liability  items. 

(6)   Loss  and  Gain  items. 
Results  may  therefore  be  found  in  two  independent  ways  : 

(a)  Loss  or  Gain  may  be  found       i.   By  a  summary  of  Losses  and  Gains. 

ii.   By  taking  the  difference  between  Net  Credit  and  Present 
Capital. 

(b)  Present  Capital  may  he  found     i.   By  a  summary  of  present  Assets  and  Liabilities. 

ii.   By  adding  Gain  to  or  subtracting  Loss  from  Net  Credit. 
Three  stages  in  the  progress  of  ownership  as  shown  on  tlie  books  should  be  carefully  studied. 


STAGE  I. 


STAGE  II. 


Net  Credit  =  Balance  in 
Cap.  Acct.  at  Trial  Balance 


Connective. 
+  Gain 


STAGE  III 


Bal.oJ'Capi/al  Acct.  after 
closing  =  Assets — Lia. 
at  closim/. 


ADVANTAGES  OF  DOUBLE  ENTRY 
Double  Entry  bookkeeping  has,  therefore,  some  very  distinct  advantages. 

1.  The  Double    Entry  record  is  complete.      Every  item  entering  into  every  transaction  is  recorded. 

2.  Since  every  transaction  is  entered  on  the  debit  side  of  some  account  and  on  the  credit  side  of 
some  other  account,  when  the  posting  is  completed  the  ledger  must  be  in  balance,  thus  giving  a  mathe- 
matical teat  of  the  accuracy  of  the  work. 

3.  Since  every  item  of  profit  or  loss  is  recorded,  it  is  possible  to  make  a  detailed  analysis  of  the 
progress  of  the  business,  showing  not  only  total  gain  or  loss  but  also  how  such  total  is  made  up. 

4.  Results  may  be  found  in  two  ways,  thus  giving  a  second  mathematical  test  of  the  accuracy  of 
the  work. 

5.  The  double  mathematical  test  of  accuracy  greatly  lessens  the  probability  of  loss  by  fraud  or  error. 
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SINGLE  ENTRY  THEORY 

Single  Entry  recognizes  only  the  personal  aspect  of  transactions.  Hence,  in  this  system  the  Ledger 
contains  only  personal  accounts. 

A  statement  of  Assets  and  Liabilities  can  he  prepared,  but  it  will  be  done  by  counting  and  listing 
actual  items,  as  Cash  on  hand.  Goods  in  stock.  Notes  on  hand,  etc.,  personal  accounts  only  being  obtained 
from  the  Ledger. 

Results  can  be  found  in  only  one  way — 

(a)  Present  Capital  by  a  statement  of  Assets  and  Liabilities. 

(b)  Loss  or  gain  in  total  only,  by  taking  the  difference  between  Present  Capital  and  Net  Credit 
as  shown  in  the  Ownership  account. 

Mathematical  tests  of  accuracy  are  not  possible. 

USES  OF  SINGLE  ENTRY 

None  the  less  there  is  a  place  for  Single  Entry  in  small  retail  stores  where  there  is  no  list  of 
expenses  to  classify  and  where  there  are  few  returns,  rebates,  or  discounts  of  which  to  keep  trace. 

Indeed  many  are  now  seeking  out  a  way  of  avoiding  account- keeping  as  far  as  possible,  or  of  making 

one  writing  serve  the  double  purpose  of  an  origi- 
nal record  of  the  transaction  and  a  record  of  the 
customer's  account. 

One  such  method  consists  in  furnishing  a  box 
or  tray  with  folders  on  which  customers'  names  are 
written.  These  are  placed  in  the  tray  in  alpha- 
betical order,  and  the  duplicates  of  all  counter 
checks  to  each  customer  are  placed  in  the  folder 
bearing  his  name.  The  total  of  the  counter 
checks  is  the  amount  he  owes  at  any  time. 

A  similar  method  is  that  known  as  the  McCaskey  system.  This  consists  of  a  number  of  light  metal 
plates  provided  with  spring  clips  so  arranged  as  to  allow  of  a  counter  check  being  placed  under  each. 
The  plates  are  arranged  in  vertical  position  and  may  be  drawn  down  exposing  the  counter  checks  and 
when  no  longer  required  are  raised  up  and  by  the  force  of  gravity  are  made  to  drop  back  into  position. 
The  last  counter  check  is  always  on  top.  Previous  counter  checks  are  totalled,  and  the  amount  is  brought 
forward  so  that  the  last  counter  check  always  shows  the  amount  of  the  account  to  date. 

A  third  method  consists  of  a  rack  arranged  for  hold- 
ing counter  check  books.  A  separate  book  is  assigned  to 
each  credit  customer.  The  name  and  address  are  written 
on  the  outside,  and  the  books  are  placed  in  the  rack  in 
alphabetical  order  and  with  the  names  visible.  The  total 
of  previous  sales  is  brought  forward  to  the  top  of  the  last 
counter  check  so  that,  as  in  the  previous  illustration,  the 
last  counter  check  shows  the  amount  of  the  account  to 
date. 

While  in  strict  theory  Single  Entry  records  the  per- 
.sonal  aspect  of  transactions  only,  in  practice  some  record 
of  cash    is    also  kept.      The  Cash  Register,   now  in  such 
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general  use  serves  to  record  and  total  separately  cash  sales  and  cash  received  on  account,  as  also  cash 
paid.  The  totals  may  be  entered  through  a  cash  book  daily.  By  depositing  cash  daily  and  making  aU 
payments  by  cheque  a  close  check  on  cash  is  maintained. 

If  drafts  or  notes  are  used  a  memorandum  of  these  will  serve  the  purpose  of  a  bill  book,  or  a  formal 
bill  book  may  be  used. 

For  forms  of  books  and  entries  see  Ontario  School  Bookkepping  First   Course  pages   110-116,  also 
below. 

Forms  of  opening  entries  and  entries  to  change  from  Single  to    Double  entry  are  also  given  on  the 
following  pages. 

For  steps  in  changing  from   Single  to    Double   Entry  see  First  Course  page  115,  for  form  of  entry 
see  page  1 1  following. 

Kules  for  making  the  entries, — 

Short  Form  :  Debit  all  impersonal  asset  accounts  and  credit  all  impersonal  liability  accounts  as 
shown  in  the  Single  Entry  Statement  of  Assets  and  Liabilities. 
Complete  Form  :  Debit  cdl  Asset  accounts,  credit  all  Liability  accounts  as  shown  by  the  Single  Entry 
Statement,  and  credit  the  Proprietor's  account  for  the  difference  between  Assets 
and  Liabilities ;  then  check  out  all  personal  accounts  since  they  are  already  in  the 
ledger. 


Sales  Book. 


KINGSTON,   October  3,   19— 


John  Adam/<,  97  Union  St.,  On  acct. 
1  Beaver  Overcoat 
1  Pr.  Stutpeii^lers 
Z  Suits  Underioear 


J.  B.  Armstrong,  333  Brock  St.,  Note  10  da. 

1  Ticeeil  Suit 

2  mile  Skirts 

1  Boy's  Spitce  Norfolk  Suit 


TT.  J.  Gibson,  120  Division  St. ,  Cash 

1  Rain  Coat 

2  Ties 


Merch'indise  Sales 


12 

50 
50 

s 

25 

4 

50 

10 

50 

1 

00 

2 

00 

o 

75 

16 

50 

50 

1 

00 

Cr. 

i 

Purchase  Boo) 

itERCHAXniSE  PURCHASES 

I 
g 
S 

in— 
Oct. 

3 

7 

13 

15 

L.F. 

17 
16 

Barton  tfc  Manning 
Hume  Bros. 
Norton  McDonaid 

J/efoe.  Purchases      Dr. 

Oct.     1  V,o,  "/so 

"     e  7.0.  "/so 

"     10  Vio,  "/so   ■ 

377 

126 

77 

40 
60 
20 

5S1 

* 

SO 

10 
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t.   Single  Proprietw. 


OPENING  A   SET  OF  BOOKS— SINGLE   ENTRY 

KISGSTOy,   Sep.    1,    19— 


1 r 

B.  S.   Milne  thU  day  heyhi-n  (he  Retail  Hardware   j              , 
Bumiiess  at  99  Princess  i>t.,  ini-esting  as  follows: — 

1 

Assets 
B.  S.  Milne                                                                   Cr. 
Cash  on  hand 
Cash  on  deposit 
Mdse.  071  hand 
Real  Eftate,  Store  and  Lot 
Xotes  Receirable,  Xos.  1,  3 
W.  J.  Gibson,  balance  due 
J.  B.  Armstrong    "     " 

150 
273 
797 
SOOO 
200 
75 
110 

SO 
SO 

4607 

40 

2 

Liabilities 
B.  S.  Milne                                                                       Dr. 
Bills  Payable,  Xos.  1,  2 
F.  Forbes  <fc  Co.,  balance  due 

330 

60 

20 

390 

SO 

3 

ir.  J.  Gibson                                                                     Dr. 
Balance  of  account 

75 

so 

4 

J.  B.  Armstrong                                                              Dr. 
Balance  of  account 

110 

5 

F.  Forbes  <t-  Co.                                                                 Cr. 
Balance  of  account 

60 

9.  Partners  continuirig. 


KITCHEXER,  Oct.  i,  19- 


The  firm  of  Kemp  and  Forbes  carry  on  a  Retail 
Clothing  Busings  at  166  King  St.      Their  standing  is  as 
follows : — 

1 
s 

R.  D.  Kemp                                                                  Cr. 
J.  S.  Forbes                                                                       Cr. 

Assets 

3270 
2060 

10 
IS 

Cash  on  hand  and  in  Bank 

Md.'<e.  "      " 

OfficK  Furniture 

Real  Estate,  Store  and  Lot 

Bills  Receivable,  No.  I 

Accls  Receivable,  as  per  Statement 

Liabilities 

1319 
ISoO 
350 

6000 

107 

55 
15 

SO 
SO 

9703 

BS 

BUls  Payable,  Xo.  1 

Accounts  Payable,  as  per  slatemen/. 

Mortgage  Payable 

Int.  accrued  on  Mctrt.  Payable 

SS5 

99 

4000 

50 

10 
SO 

4374 

30 

Note. — The  Ledger  accounts   may    be   opened    from   the   statements   of    Accounts   Receivable   and   Accounta 
Payable. 
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1.   Short  Form. 


CHAKGIM6  BOOKS   FROM   SINGLE   TO   DOUBLE   ENTRY 


COLLIXOWOOD,    April   1,    19- 


J.  Adams  and  W.  Mason  have  this  day  changed 
books  from  Single  to  Double  Entry  and  continue  business 
at  77  Hurontario  St. 


Cash 

Mdse. 

Office  Furniture 

Insurance   - 

Bills  Receirable 


Bills  Payable 
Interest  accrued  • 
Salaries 


Imjiersonal  accounts  as  per  Single  Entry  Statement. 


1975 

4500 

3.50 

10 

75 

460 

365 

25 

Completf  Form. 


COLLINGWOOD,    April  1,   19- 


/.  Adams  and  W.  Mason  have  this  day  changed 

books  from  Single  to  Double  Entry  and  continue  biainess 

at  77  Hurontario  St.  with  the  following  standing : — 

Assets 

c. 

25 
76 

Cash 

Mdse. 

Office  Furniture  -....--- 

1975 

4500 

350 

7S 

Insurance    -         •                   .>.... 

10 

75 

79 

Bills  Receivable 

.',60 

V 

Accounts  Receirable,  as  per  Statement .... 
Liabilities 

557 

60 

J 

Accounts  Payable         ..... 

400 

80 

Bills  Payable 

365 

81 

Interest  accrued  -                 .... 

2 

20 

82 

Salaries       ....... 

25 

J 

J.  Adams.  Xet  Capital        .... 

4476 

69 

n' 

ir.  Mason,  Net  Capital                 ... 

2584 

46 

Note. — The  above  form  may  al.so  be  used  when  opening  a  set  of  books  by  Double  Entry  or  wlieii  continuing  by 
Double  Entry. 
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CLOSING  PARTNERSHIP  ACCOUNTS 

It  is  customary  to  keep  a  Private  Account  in  the  Ledger  for  each  partner,  in  addition  to  his  Capital 
Account.     In  closing  the  books,  these  accounts  may  be  dealt  with  as  follows  : 

(a)  The  Private  Account  may  be  closed  to  the  Capital  Account  before  the  Trial  Balance  is  taken. 

(b)  The  Loss  and  Gain  Account  may  be  closed  to  the  Private  Account,  and  the  Private  Account 
then  closed  to  the  Capital  Account. 

(c)  The  Loss  and  Gain  Account  may  be  closed  to  the  Private  Account,  and  the  balance  may  be 
brought  down  in  the  Private  Account,  the  Capital  Account  remaining  the  same  from  year  to  year 

The  first  of  these  methods  assumes  that  the  withdrawals  are  withdrawals  of  capital.  The  secmid 
■method  assumes  that  the  withdrawals  are  tvithdrawals  of  profits,  and  that  the  remainiiig  profits  are  added 
to  the  capital.  The  third  method  regards  the  profits  not  withdi'awn  as  a  liability  to  the  partners,  but  not 
as  a  part  of  their  capital  to  be  taken  into  consideration  in  apportioning  future  gains  or  losses. 

The  second  method  is  usually  the  most  satisfactory  and  it  will  be  generally  followed  in  this  book. 

Where  the  sharing  of  profits  depends  upon  capital  invested,  the  third  method  gives  a  result  more  in 
keeping  with  the  Partnersliip  Act.  It  should  be  noted  however  that  if  undrawn  profits  are,  with  the 
consent  of  the  partners  added  to  capital,  the  new  capital  as  found  becomes  the  basis  of  the  agreement  for 
the  di^asion  of  profits. 


PROPRIETOR'S  CAPITAL  AND  PRIVATE  ACCOUNTS  CLOSED 

A.  MALCOLM,  CAPITAL  ACCOUNT  Cr.  (!) 


192— 
Jan. 

31 
31 

Balance  Private  Acct. 
Net  Capital 

S 

1 

247 
4112 

4360 

3S 
62 

'19-2— 
Jan. 

1 

Net  Capital 

J. 

4360 

4360 

Jan. 

31 

1 

4112 

62 

Dr. 

A. 

MALCOLM 

PRIVATE 

ACCOUNT 

Cr.  ( 

3) 

Jan. 

31 

C. 

660 

Jan. 

31 
31 
31 
31 

Interest  per  A'jrm' .     - 
Salary     "         "         -         . 
J  Net  Gain       " 
Balance  to  Capital  Acct.    - 

H 
100 
2SS- 
247 

53 

J23l 
38 

660  1 

860 

DIVISION  OF  PROFITS  BETWEEN  PARTNERS 

Partners  may  agree  concerning    the  mode  of    dividing  their  profits  and    losses,  and  such  agreement 
would  be  binding  upon  them  as  between  themselves. 
Profits  are  frequently  divided, 

1.  In  some  fixed  proportion  as  one-half  to  each,  or  in  proportion  to  capital  invested. 

2.  By  allowing  each  a  salary  and  then  dividing  the  remainder  as  in  (1)  above. 
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3.  By  allowing  each  partner  interest  on  his  capital,  and  then  dividing  the  remainder  as  in  1  above. 

4.  By  some  combination  of  the  methods  mentioned  above. 

Example  :  A  and  /i  are  partners.  A's  inve.stment  is  iTGOOO,  ^'s  $1500.  By  agreement  each  is  to 
receive  interest  at  4  per  cent,  per  annum  on  capital,  /i  is  to  receive  a  salary  of  $500,  and  the  remaining 
gain  or  loss  is  to  be  divided  equally.  The  net  profits  before  salary  or  interest  are  provided  for  are  $600. 
Find  the  present  capital  of  each. 

Solution  :  Xet  profits  for  the  year $600  .■.     Net  Loss  to  divide  =      200 

^I's  interest  4%  on  $6000  =  $240  Each  |  =      100 

B's        "        4%    "     1500=      60  ^'s  Net  Capital  =  6000 +240  -100  =  $6140 

^"s  salary 500      800  B's      "  "      =  1500  +  60  +  500  -  100  =  $1960 

EXERCISES 

1.  A.  Wallace  and  R.  Lincoln  are  partners,  sharing  gains  and  losses:  Wallace,  f;  Lincoln,  i.  Their 
Accounts  stand  as  follows:  A.  Wallace  (Cap.  Acct.)  Cr.,  $3265.70;  (Private  Acct.)  Dr.,  $220.10. 
R.  Lincoln  (Cap.  .\cct.)  Cr.,  $2346.20;  (Private  Acct.)  Dr.,  $127.20.  Mdse.  purchases  have  been 
$2465.60  ;  Mdse.  sales,  $1786.20  ;  Mdse.  on  hand  at  beginning  of  year,  $920.20  ;  Mdse.  on  hand  at  close 
of  year,  $2263.70.  Mdse.  Discount  Acct.,  Dr.,  $125.60  ;  Cr.,  $186.20  ;  Interest  and  Discount  Acct.,  Dr., 
$12.60;  Cr.,  $9.40.  Interest  due  on  Bills  Receivable  is  $1.45;  on  Bills  Payable,  $1.70.  E.xpenses  paid, 
$160.     Rent  of  Store  unpaid,  $75.     Horse  and  Wagon  cost  $250,  now  worth  $225.     Freight  cost  $25. 

(<e)   Make  out  a  Statement  of  Losses  and  Gains. 

{b)  Show  the  Capital  and  Pi'ivate  Accounts  of  the  partners  properly  closed. 

2.  A.  Malcolm  and  G.  Logan  enter  into  partnership  under  the  following  agreement  :  Each  is  to 
receive  interest  at  4  per  cent,  per  annum  on  capital,  as  shown  in  his  Capital  Account,  and  a  salarj^  of 
$100  a  mouth  is  to  bo  paid  to  Malcolm  ;  the  remaining  gain  or  loss  is  to  be  shared  equally.  At  the  end 
of  one  month  their  accounts  stand  as  follows  :  A.  Malcolm  (Cap.  Acct.)  Cr.,  $4360  ;  (Private  Acct.)  Dr., 
$660.  G.  Logan  (Cap.  Acct.)  Cr.,  $2790  ;  (Private  Acct.)  Dr.,  $540.  The  gain  before  interest  and  salary 
are  deducted  is  $720. 

Show  the  Private  Accounts  and  the  Capital  Accounts  properly  closed. 

3.  T.  Brown  and  J.  Miller  are  partners.  Brown  invested  $5600,  and  Miller  $4800.  Brown  has 
drawn  $240,  and  is  entitled  by  agreemeut  to  interest  at  4  per  cent,  per  annum  on  Capital  and  a  salary 
of  $300  per  annum.  Miller  has  drawn  .$160,  and  is  entitled  to  interest  at  4  per  cent,  per  annum  on 
Capital  and  a  salaiy  of  $200  per  annum.  They  share  net  gain  or  loss  equally.  At  the  end  of  the  year 
the  loss,  before  salaries  and  interest  are  provided  for,  is  $375. 

Show  the  Private  Accounts  and  the  Capital  Accounts  properly  closed. 

4.  William  Roberts  and  Frank  Smith  have  this  day  entered  into  a  partnership  agreement  to  carry 
on  a  General  Store  Business  at  295  Queen  St.  Their  standing  is  as  follows  :  William  Roberts — Assets, 
Ca.sh,  $424.60;  Stock  of  Goods,  $2360;  R.  Walker  owes  him  on  account,  $175.20;  Notes  on  hand, 
.$366.50 ;  Interest  due  on  these  notes,  $2.25  ;  Lease  of  Store  for  one  year  at  $120  a  month,  one  month 
of  which  is  paid  in  advance  ;  Insurance  also  paid  in  advance,  $10.50  ;  Shop  Furniture  wliich  cost  $175, 
present  value,  $150.  Liabilities,  Notes  outstanding,  $336.60  ;  Interest  due  on  these  notes,  $3.45  ;  Due 
T.  James  on  acct.,  $156.40.  Frank  Smith — Assets,  Cash,  $2200.  Liabilities,  Note  favour  Geo.  Pear-son, 
$122.75,  with  interest  due  on  the  same,  $1.35. 

Make  the  opening  Journal  entry  or  entries  for  the  above  and  show  each  item  properly  checked  for 
posting.  Use  any  paging,  (a)  The  books  are  to  be  kept  by  Single  Entry.  (6)  The  books  are  to  be 
kept  by  Double  Entry. 


SET  I— SINGLE  ENTRY  AND  DOUBLE  ENTRY 

RETAIL  HARDWARE 

INSTRUCTIONS  FOR  PART  I.    SINGLE  ENTRY 

(a)  Books  to  be  Used. — Journal,  Sales  Book  or  Counter  Clieck  Book,  Cash  Book  (single  or  double  page 
as  desired).  Bill  Book,  and  Ledger. 

(6)  Posting  is  to  be  done  from  the  Journal  and  the  Sales  Book  to  the  personal  accounts  in  the  Ledger.  No 
Bank  account  is  to  be  kept  in  the  Ledger.  All  cash,  on  hand  and  in  the  Bank,  is  to  be  shown  in  the  Cash  Book, 
which  is  to  be  used  as  an  Auxiliary  Book. 

DIRECTORY 

Adams,  John,  97  Union  St.  j|  Laurie,  E.,  Sydenham. 

Armstrong,  J.  B.,  2S3  Brock  St.  i  McKinnon,  D.,  Montreal. 

Forbes,  F.  &  Co.,  Toronto.  \  Richardson,  R.,  65  Earl  St. 

Gibson,   W.  J.,  120  Division  St.  '  Stephenson,  J.,  Gatianoqiie. 

Goodwin,  G.  199  University  Ave.  i  Taylor,  R.,  Camden  East. 

Lane,  C.  cfc  Co.,  Montreal.  Thome,   W.,   Wilton. 

LEDGER  LINES 
Open    accounts    in    the   following    order  :     J.    Adams,   W.   J.   Gibson,   E.   Laurie,   R.    Richardson, 
J.   Stephenson,   R.   Taylor,  J.   B.   Armstrong,   giving  one-thiril  of  a  page  to  each.     On  the  fourth  page, 
F.  Forbes  ife  Co.,  C.  Lane  &  Co.,  D.   McKinnon,   B.  S.  Milne's  Capital  Account. 

MEMORANDA   OF   TRANSACTIONS 

ELingston,  Sept.  1,  19 — .      B.  S.  Milne  this  day  commences  the  Retail  Hardware  Business  at  99  Princess 
St.,  investing  as  follows  : 

Assets :  Cash  on  hand,  |150,  on  deposit  in  the  Scholastic  Bank,  $275  ;  Mdse.  on  hand,  $797.20  : 
Store  and  Lot  valued  at  $3000;  Note  made  by  W.  Thorne,  Wilton,  Aug.  1,  at  1  mo., 
favour  B.  S.  Milne,  for  $75  ;  Draft  drawn  by  R.  Taylor,  Camden  East,  on  H.  Winters,  Kingston, 
at  30  da.  from  Aug.  3,  in  his  own  favour  and  endorsed  in  full  to  B.  S.  Milne,  face  of  draft  $125, 
accepted  Aug.  5  ;  balance  due  from  W.  J.  Gibson,  $75.20,  from  J.  B.  Armstrong,  $110. 

Liabilities;  Note  made  by  B.  S.  Milne,  Aug.  11,  at  30  da.,  favour  C.  Lane  k  Co.,  Montreal,  fur 
$210.20  ;  Draft  drawn  at  10  da.  from  Aug.  25  by  D.  McKinnon,  Montreal,  in  his  own  favour,  for 
$120,  accepted  by  B.  S.  Milne,  Aug.  27,  payable  at  the  Scholastic  Bank,  Kingston;  balance  due 
F.  Forbes  k  Co.,  Toionto,  $60. 

Engaged  Student  as  bookkeeper  at  $10  a  week  and  George  Lang  as  clerk  at  $8.50  a  week. 
2.      Sold  W.  J.  Gibson  on  acct.,  3  Chisels  @  40c. ;    6  Auger  Bits,  assorted  sizes,   @   15c.  ;    1   Hammer 
@  65c.  ;  6  Mortise  Locks  @  $5.85  a  doz.  ;  2  Adjustable  Iron  Planes  @  $2.25. 

Sold  W.  Thorne,  on  his  note  at  30  da.,  12  Wrenches  @  40c.  ;  1  Grocer's  Scales  @  $3.75  ;  15  Shovels 
@  $1  ;  18  Hay  Forks  @  80c.  The  note  is  received  in  payment.    Do  not  open  an  account  for  him. 

Drew  on  J.  B.  Armstrong  in  my  favour  at  5  da.  from  Sept.  1,  for  the  balance  of  his  account,  and  had 
the  draft  accepted.     Close  out  his  account  and  do  not  re-open  it. 

Paid  for  Stamps  and  Stationery  in  cash,  $4.50. 
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Bought  from  F.  Forbes  <fe  Co.,  an  invoice  of  Mdse.,  Sept.  1,  ^/jp,  "/g^,  Si 99.30. 

Sold  to  John  Adams  on  acct.,  2  Nickel  Plated  Braces  @  65c.  ;  4  Door  Bells  @  S7.50  a  doz.  ;  1  set 
Knives  and  Forks  @  S3. 25. 

Sold  R.  Taylor,  30  da.,  3  Granite  Kettles  @  75c.  ;  1  set  Knives  and  Forks  @  S3.25  ;  2  Nickel  Plated 
Braces  @  65c.  ;   12  Auger  Bits,  assorted,  @  15c. 

Sold  E.  Laurie,  cash  for  one-half,  balance  on  acct.,  6  Wrenches  (g  40c.  ;  1  Grocer's  Scales  (5  §3.75  ; 
12  Shovels  (g  §1.00  ;  4  Brass  Rules  @  -87.10  a  doz.    Received  cash  in  part  payment  §10.26. 

Remitted  F.  Forbes  <t  Co.,  a  cheque  in  .settlement  of  their  acct.  to  Sept.  1. 

Cash  Sales  for  the  week,  §175. 

Pay  salaries  for  the  week  in  cash,  bookkeeper,  §5,  clerk,  §4.25. 

Deposit  all  cash  and  cheques  oa  hand  but  SI 00.  No  exchange  on  local  cheques.  Exchange  on  out- 
of-town  cheques  ^%,  but  not  less  than  10  cents  on  anj-  cheque. 

Post  up  to  date.     Close  the  Cash  Book. 

Received  from  W.  Thome,  cash  in  payment  of  his  note  due  to-day. 

W.  Gibson  settled  his  acct.  to  Sept.  1  by  cheque. 

H.  Winters  paid  his  acceptance  due  to-day  by  cheque. 

Bought  from  C.  Lane  <fc  Co.  an  invoice  of  Md.se.,  Sept.  3,  -/j^,  "j^,  §351.75. 

Sold  to  G.  Goodwin  for  cash,  6  Door  Knobs  @  SI. 20  a  doz. ;  1  Axe  @  Sl.lO  ;  1  Granite  Kettle  @ 
75c.  ;   1  Nickel  Plated  Brace  @  65c.  ;  h  doz.  Auger  Bits  @  15c.  ea. 

Note. — This  .'aile  is  included  in  the  cash  sales  at  the  end  of  the  week.     Do  not  enter  it  through  the  personal  acct. 

Sold  to  John  Adams  on  acct.,  2  Axes  @  §1.10  ;    3  Nickel  Plated  Braces  @  65c.  ;    18  Auger  Bits  @ 

15c.  ;  15  Chisels  @  40c. 
Sold  to  R.  Richardson  on  acct.,  2  doz.  Shovels  @  §1  ea. ;    3  Adjustable  Iron  Planes  @  §2.55 ; 

6  kegs  Wire  NaUs  @  §3 ;  3  doz.  Mortise  Locks  @  §5.85 ;  1  doz.  Hammers  @  65c.  ea. 
Paid  by  cheque,  premium  of  insurance  on  stock,  etc.,  in  the  Dominion  Insurance  Co.,  §15.50. 
Paid  by  cheque,  our  acceptance  favour  D.  McKinnon  due  to-day. 
Sold  to  J.  Stephenson  on  acct.,  4  kegs  Wire  Nails  @  §3  ;  12  Hay  Forks  @  80c.  ;    3  Axes  @  §1.10 ; 

1  Grocer's  Scales  @  §3.75. 
Sold  to  E.  Laurie,  cash  for  one-half,  balance  on  acct.,  3  kegs  Wire  Nails  at  .$3  ;   12  Hammers  @  65c.  ; 

4  Nickel  Plated  Braces  @  65c.  ;  24  Auger  Bits  @  15c. 
Deposited  in  the  bank  H.  Winter's  cheque,  §125. 

Received  from  J.  B.  Armstrong,  cheque  in  payment  of  his  acceptance  due  to-morrow. 

Sold  to  J.   B.    Armstrong  for  ca.sh,    1   doz.   Mortise  Locks   @  §5.85 ;     3  kegs  Wire  Nails  @  §3 ; 

5  Adjustable  Iron  Planes  @  S2.25  ;  4  Brass-bound  Rules  @  §7.10  a  doz. 

NoTK. — A  few  only  of  the  cash  sales  are  given.  They  would  be  listed  separately  from  the  charge  sales  and 
entered  in  one  entry  at  the  end  of  the  day  or  week. 

Sold  to  R.  Taylor  for  his  note  at  10  da.,    1  set  Knives  and  Forks  at  §3.25  :  5  Granite  Kettles  @  75c.; 

1  Grocer's  Scales  @  §3.75;  3  Wrenches  @  40c.;  4  Shovels  @  §1.      This    note  is  received  in 

payment.     Put  this  and  all  other  sales  to  Taylor  through  his  personal  acct. 

Bought  from  F.  Forbes  <fe  Co.,  an  invoice  of  Mdse.,  Sept.  7,  ^*/io'  "/30'  §^375. 50. 

Deposit  Ai-mstrong's  cheque  received  to-day. 

Paid  R.  Wilson  by  cheque,  for  repairs  to  the  store,  §15.75. 

J.  B.  Armstrong  returns  J  doz.  of  the  Locks  sold  to  him  yesterday,  and  we  give  him  the  cash. 

Discounted  at  the  bank  at  7/,  W.  Thome's  note  of  Sept.  2.      Proceeds  credited. 
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Sold   to  W.   J.   Gibson  on  acct.,    i  doz.    Door  Knobs   @   $1.20;     6   Door   Bells   @  $7.50  a  doz.,- 

9  Hammers  @  65c.  ;   15  Mortise  Locks  @  $5.85  a  doz.  ;  4  kegs  Wire  Nails  @  |3. 
Sold  to  W.  Thome  on  his  note  at  30  da.,  18  Shovels  at  $1  ;   15  Hay  Forks  @  80c.;  12  Wrenches  @ 

40c. ;  1  doz.  Brass-bound  Rules  @  $7.10  ;  10  Adjustable  Iron  Planes  @  $2.55.      Received  his 

note  in  payment. 
10.     Paid  by  cheque,  F.  Forbes  &  Co.'s  invoice  of  Sept.  1,  less  discount. 
Received  from  J.  Adams,  cash  in  full  of  his  account  to  date. 
Received  from  E.  Laurie,  cash  on  acct.,  $20. 

Bought  from  D.  McKinnon  an  invoico  of  Mdse.,  Sept.  7,  ^J/^^,  -/g^,  $167.60. 
Sold  to  R.  Richardson  on  acct.,  12  Hay  Forks  at  80c. ;  2  sets  Knives  and  Forks  @  $3.25  ;    5  Granite 

Kettles  @  75c.  ;  3  Wrenches  @  40c. 
Paid  salaries  for  tlie  week  by  cheque. 

Paid  in  cash  Light  bills  for  the  month,  as  follows  :  Store,  $5.25  ;  Private  Residence,  $1.75. 
Cash  Sales  for  the  week,  $353.47. 
Deposited  in  the  bank,  cash  $300. 
Post  up  to  date.     Close  the  Cash  Book. 

12.  Sold  to  J.  B.  Armstrong  for  cash — included  in  the  Cash  Sales — 3  Axes  @  $1.10  ;   15  Chisels  @  40c.; 

7  Hammers  @  6.5c.  ;  18  Mortise  Locks  @  $5.85  a  doz. 
Remitted  to  C.  Lane  &  Co.,  a  bank  draft  purchased  by  cheque,   exchange  ^%,   for  bill  of  Sept.   3, 
less  discount. 

13.  Paid  by  cheque,  my  note  favour  C.  Lane  &  Co.  due  to-day. 

Bought  from  C.  Lane  &.  Co.  an  invoice  of  Mdse.,  Sept.  10,  7i„,  "/j^,  $421.30. 

Received  from  R.  Richardson,  cash  on  acct.,  $82. .50. 

Sold  to  W.  Harper,  310  Johnston  St.,  for  cash — included  in  the  Cash  Sales — ^  doz.  Axes  @  $1.10  ea.; 

2|  doz.  Auger  Bits  @  15c.  ea.  ;  1^  doz.  Chisels  @  40c.  ea.  ;  4  kegs  Wire  Nails  @  $3. 
Sold  to  J.  Stephenson  on  acct.,  9  Wrenches  @  40c.  ;    1|  doz.   Brass-bound   Rules  @  $7.10;    4   doz. 

Door  Knobs  @  $1.20;  1^  doz.  Door  Bells  @  $7.50. 

14.  Received  from  R.  Taylor,  cash  on  acct.,  $8.60. 

Paid  H.  Strong  by  cheque  for  painting  private  residence,  $25. 

Withdrew  for  private  use  by  cheque,  $30. 

Sold  to  E.  Laurie  on  acct.,  6  Axes  @  $1.10  ;   U  doz.  Chisels  f*  40c.  ea.:  5  Hammers  @  65c.;  2i  doa 

Mortise  Locks  @  $5.85  ;  9  Shovels  @  $1. 
Sold  to  W.  J.  Gibson  on  acct.,  8  Hammers  @  65c.  ;   1  •')  Granite  Kettles  (t«  75c. :    1  0  Hay  Forks    e  80c.  ; 

1^  doz.  Chi.sels  @  40c.  ea. 
Sold  to  J.  B.  Arm.strong  for  his  note  at  10  da.,  9  Shovels  @  $1  ;  5  Adjustable  Iron  Planes  (?  $2.55; 

18  Mortise  Locks  @  $5.85  a  doz.;  3  kegs  Wire  Nails  @  $3  ;  6  sets  Knives  and  Forks  oo  $3.25. 

Received  his  note  in  payment. 

15.  Received  from  D.   McKinnon    a    credit  note  for  an  (i\ercharge  of  50c.   a  keg  on  40  kegs    Wire 

Nails  in  the  invoice  received  Sept.    10.      Deduct   this  allowance  and  pay  the  invoice,  less 
discount,  with  a  bank  draft  purchased  by  cheque,  exchange  ^%. 
Sold  to  John  Adams  on  acct.,  1   Grocer's  Scales   @  $3.75;    9  Brass-bound   Rules   @   $7.10  a  doz.; 

6  Adjustable  Iron  Planes  @  $2.55. 

Sold  to  R.  Richardson  on  acct.,  2 J  doz.  Auger  Bits  (tf   15c.   ea.  :     8   Nickel  Plated  Braces   @   65c.; 
1|  doz.    Chisels   @   40c.   ea.  ;    3   doz.   Door   Knobs  ®  $1.20;    8  Door  Bells  @  $7.50  a  doz.; 

7  Hammers  @  65c. 
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Sold  to  R.  Taylor,  note  at  20  da.  far  one-lialf,  balance  on  acct.,  1^  doz.  Wrenches  @  40c.  ea.  ;  l|^doz. 

Shovels  @  SI. 00  ea.;  Ij  doz.  Brass-bound  Rules  @  87.10;    2^  doz.   Adjustable  Iron   Planes  @ 

S2.55  ea.  ;  7  kegs  Wire  Nails  (S;  S3  ;  2J  doz.  Mortise  Locks  @  85.85  a  doz.      Received  his  note 

at  20  da.  for  874.16  in  part  pa\-ment. 
Cash  Sales  for  the  week,  8321.95. 
Deposit  all   the  cash  and  checks  on  hand  but  850.      Close  the  Cash  Book  but  do  not  bring  down 

the  balance. 
Post.     Make  out  the  Financial  Statements.     Close  the  Books.      Do  not  bring  down  the  balance  in 

the  Capital  Account.     Carry  it  forward  to  a  new  Capital  Account  for  B.  S.  Milne. 

THE  FOLLOWIXG  ARE  THE  IXVEXTORIES 

Merchandise  on  hand ^f  1100.00         Insurance  unej-jiirnd $     lJf..85 

Real  Estate,  Store,  and  Lot 3000.00  Salaries  unpaid 

Restills:  XH  Capital,  -$1^87.51.      Xet  Gain,  $327.06. 

FORWARDING  AND  TRANSFERRING  LEDGER  ACCOUNTS 

The  bound  ledger  has,  for  almost  all  purposes,  been  replaced  by  a  more  convenient  form. 

(a)  Ledger  leaves,  ruled  to  suit  the  particular  purpose,  are  placed  together  in  a  binder  which  may  be  kept  locked 
except  when  accounts  are  being  added  or  withdrawn. — The  "  Loose  Leaf  "  Ledger. 

(b)  Ledger  leaves  are  placed  together  iu  a  tray,  the  cover  of  which  may  be  removed  when  the  ledger  is  in  VLse  and 
kept  locked  at  all  other  times.  — The  "Tray  "  Ledger. 

(c )  Ledger  cards  are  placed  in  a  filing  position  in  a  drawer  which  is  kept  locked  except  when  the  ledger  is  in  use.  — 
Tlie  "Card"  Ledger. 

Ledgers,  whether  "Loose  Leaf,"  "  Traj-,"  or  "Card"  usually  contain  only  active  accounts.  As  .soon  as  an  account 
ceases  to  be  active  it  is  removed  to  a  transfer  ledger. 

(a)  Both  sides  of  Ledger  lea\es  are  used,  and  a  separate  leaf  is  assigned  to  each  account.  When  a  page  is  filled 
the  balance  is  carried  forward  to  the  top  of  the  next  page,  thus  :     Sept.  30  Forward,  S;^2o.90. 

(h)  When  both  sides  are  filled,  the  sheet  is  removed  to  the  transfer  ledger,  and  the  balance  is  carried  forward  to 
sheet  No.  2,  which  then  takes  the  place  of  sheet  No.  1  in  the  current  ledger.  Entry  for  transfer  :  Sept.  30  Forward 
to  Sheet  No.  2,  §220.60. 

(c)  When  a  debtor  or  creditor  sells  out  and  his  successor  takes  over  the  personal  accounts  of  the  liusiness  he  has 
purchased,  it  is  better  to  close  out  the  old  account  and  transfer  the  balance  to  a  new  one.  The  lieading  of  the  old 
account  should  be  changed  thus:  J.  H.  Green  (succeeded  by  T.  Hamilton), and  the  balance  should  be  forwarded: 
Sept.  28  Balance  to  T.  Hamilton's  acct.,  $54.00. 

The  new  account  should  be  opened:  T.  Hamilton  (successor  to  J.  H.  Green)  and  the  balance  brought  forward: 
Sep.  28  Balance  from  J.  H.  Green's  acct.,  854.00. 

(d)  Accounts  showing  Loss  or  Gain  should  be  forwarded  by  totals.  They  are  required  as  a  basis  for  percentage 
cidculation. 

(e)  A  ca.sh  book  with  special  columns  should  be  forwarded  from  page  to  page  by  totals  till  totals  are  posted.  The 
(•ook    then  should  be  balanced  and  balances  brought  down. 

EXERCISE  ON  CASH  BOOK  WITH  SPECIAL  COLUMNS 

Rule  a  Cash  Book  with  special  columns  on  the  Dr.  side  for  Mdse.  and  Discount  oif  Purchases,  and 
on  the  Cr.  side  for  E.xpense  and   Discount  off  Sales,  and  enter  the  following  transactions.      No  Bank 
account  is  kept  in  the  Ledger,  and  all  money  on  hand  and  on  deposit  is  regarded  as  cash. 
Sept.  1.      A.  B.  Jardine  continues  business  with  cash  on  hand  S75,  and  in  the   Bank  of  Montreal  82750. 
2.       Bought  from  H.  Davis,  Mdse.  8750.     Gave  my  cheque  in  payment. 

Sold  to  G.  Tilden  for  cash,  Mdse.  8160.      Paid  rent  for  Sept.  by  cheque,  875. 

Cash  Sales,  825.     Paid  by  cheque  my  note  favour  R.  Walker.     Face  of  note  8220,  interest  84. 

Paid  the  Light  Bill  for  Aug.  in  cash,  84.60. 
:').       Remitted  R.  Gardner  on  account,  a  cheque  for  8210.      Di.scount  already  deducted,  87.50. 

Received  from  D.  Clark,  cash  on  account  8120.     Discount  already  deducted,  84.50. 

C.  Gurney  paid  his  note,  No.  1,  due  to-day,  by  cheque.     Face  of  note  895,  interest  82. 

Paid  for  a  bill  of  Stationery  in  cash,  812.60.      Cash  Sale.s,  §75.  (Cmtinmd  on  Page  10) 
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f  Continued  from  Paije  17) 

Deposit  all  cash  and  cheques  on  hand  hut  $20,  exchange  20c. 

Close  the  Cash  book,  showing  all  check   marks  for  posting,   including  totals,  and   bring  down  the 
balance.    Balance  S2025.60. 

4.  Paid  L.  Jones  by  cheque  for  bill  of  the  1st,  .SeSO,  less  discount  4%. 

Paid  by  cheque  my  note,  No.  1,  favour  A.  Robinson,  due  to-day,  face  of  note,  $175  ;  interest,  $2.20. 
Discounted  at  the  Bank,   D.  Brown's  note   in   my  favour  for  $270.      Discount,   84. 60 ;    proceeds 

deposited. 
Received  from  H.  Mason,  his  cheque  fur  liill  of  Sept.  2,  $175.20,  less  discount  .?%. 
Cash  Sales,  $33.60. 

5.  Bought  from  J.  Burton  for  my  cheque,  a  horse  and  delivery  wagon,  $195. 
Sent  J.  Coulter  my  cheque  in  full  for  bill  of  Aug.  31,  $260,  less  3%  discount. 
E.  Barber  paid  by  cheque  for  his  purchase  of  the  2nd,  $320,  less  2;/. 

Sold  D.  Horton  for  cash,  Mdse.  $26.90. 

Prepaid  by  cheque  my  note.  No.  2.  favour  H.  Riddell.  face  of  note,  $160  ;  discount,  $2.80. 

Cash  Sales,  $38.20. 

Deposited  all  cheques  and  all  cash  on  hand  but  $25.      Exchange  65  cents. 

Close  the  book  and  bring  down  the  balance.    Balance  $1463.49. 

Show  all  check  marks  for  posting,  including  those  for  totals  and  for  balance  brought  down. 

THE    MERCHANDISE    ACCOUNT 

Like  all  Loss  and  Gain  accounts,  the  Merchandise  accmint  shows  on  the  debit  side  the  cost,  on  the 
credit  side  the  proceeds,  and  the  difference  shows  loss  or  gain. 

When  the  goods  are  not  all  sold,  the  gain  or  loss  may  be  found  in  either  of  the  following  ways  : 
(a)  'J'ho  inventory  may  be  added  to  the  proceeds  and  the  difference  taken  ;  (6)  The  inventory  may  be 
subtracted  from  the  cost,  and  the  difference  will  then  be  found  to  be  the  same  as  in  (a). 

The  first  method  is  the  one  commonly  used  in  the  Merchandise  account,  because  it  is  more 
convenient  to  add  the  inventory  to  the  credit  side  in  the  account  than  it  would  be  to  subtract  it  from 
the  debit  side. 

The  second  method  is  the  more  logical  of  the  two,  for  it  first  finds  the  cost  of  the  goods  sold  and 
then  finds  the  gain  on  this  cost.  Tliis  method  has  the  further  advantage  that  if  the  percentage  of  gain 
is  required,  it  presents  the  necessary  data  upon  which  the  calculation  may  be  made. 

But  further,  it  frequently  happens  that  discounts  or  rebates  are  allowed  or  goods  are  returned,  and 
if  these  transactions  are  entei'ed  in  the  Merchandise  account  the  rebates  and  discounts  off  sales  are  entered 
on  the  debit  side  and  added  to  the  cost,  while  rebates  and  discounts  off  purchases  are  entered  on  the 
credit  side  and  added  to  the  sales  ;  so  that  the  totjils  of  the  account  do  not  show  either  the  actual  cost 
or  the  actual  proceeds,  much  less  the  cost  of  tiie  goods  sold.  Even  if  separate  accounts  are  kept  for 
discounts  and  rebates,  and  these  accounts  are  closed  into  the  Merchandise  account,  the  same  result  is 
presented. 

It  is  therefore  nece.ssary  to  make  a  reariangement  of  the  Merchandise  account  so  as  to  show  the  facts 
of  the  business.  This  reai'rangement  consists  in  a  division  of  the  account  into  three  parts,  Merchandise 
Purcha-ses,  Merchandise  Sales,  and  Merchandise  Inventory  (or  Merchandise  Trading). 

Tiius  arranged,  the  Merchandise  account  in  the  Ledger  would  take  the  following  form,  and  together 
with  Freight  account  and  Merchandise  Discount  accounts,  would  be  closed  as  shown.  The  Freight  and 
Merchandi.se  Discounts  may  Vje  posted  in  totals  from  special  columns  in  the  Cash  Book  directly  to  these 
accounts,  or  they  may  be  posted  to  separate  accounts,  which  would  then  be  closed  to  the  Merchandise 
account 
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Feb. 
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315 
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1000 
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-       L 

13 

3000 

19— 

Jan. 
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Jan. 

31 

35 

17000 
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28 
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14500 
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31 

10 
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" 

31 

31 
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Discounts  - 
Net  Purchases 


760 

800 

450 

3000 

42000 


47000 
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.Jan. 
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1 
31 

Inventory 
Net  Purchases 

Inrentory 

L 
L 

L 

13 

14 

60000 
42000 

19— 
Mar. 

31 
31 

Inrentori/ 

Cost  of  Goods  Sold  - 

L 
L 

li 
15 

50000 
52000 

102000 

102000 

Mar. 

31 

50000 
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MERCIIAXIJI^E  SALES 


(page)  15 


19— 

iri— 

Jan. 
Feb. 
Mar. 

SI 
S8 

31 
St 
Jl 

Discounts 
A^et  Sales 

R. 
R. 
R. 
L. 
L. 

3 
S 
U 
13 
15 

220 
340 
440 
1000 
5SUU0 

600(10 

Jan. 
Feb. 
Mar. 

31 
SS 
31 

.Var. 

31 
31 

CoKt  of  Goods  Sold 
Gross  Profits     ■ 

L. 
L. 

U 

5S00O 
6000 

68000 



Mar. 

31 

Net  Sales 

21500 
19000 
19.500 


58000 


Accountants  vary  as  to  their  method  of  treating  Cash  Discount  or  Mdse.  Discount. 

1.  Some  regard  the  discount  term  as  an  optional  price  on  the  goods.  Regarded  in  this  way  it  should 
be  treated  as  in  the  precedinjj  exercise,  namely,  as  a  deduction  from  the  purchases  and  sales. 

2.  Others  regard  the  offer  and  acceptance  of  discounts  as  a  matter  of  financing  the  business. 
Whether  discounts  offered  on  purchases  are  taken  or  not  will  depend  on  whether  the  best  use  is  being 
made  of  available  funds.  Whether  discounts  on  sales  are  taken  will  depend  on  the  care  exercised  in 
offering  discounts  and  extending  credit. 

Regarded  in  this  way  the  discount  accounts  become  a  very  effective  check  on  the  efficiency  of  man- 
agement as  to  financial  matters,  and  the  accounts  should  be  closed  to  Profit  and  Loss  account  and  should 
appear  in  the  statement  with  the  expenses  of  management.      See  page  49. 

3.  Many,  perhaps  most,  of  our  Chartered  Accountants  accept  a  third  view,  namely  that  the  taking 
of  discounts  depends  not  on  the  efficiency  of  management  but  on  the  amount  of  available  capital.  They 
therefore  treat  it  as  they  do  interest  and  discoimt,  apart  from  the  operating  profit.     See  page  136. 


THE    STATEMENT  OF   LOSSES   AND   GAINS 

The  accounts  showing  Loss  or  Gain  in  any  business  may  be  divided  into  two  groups  :  (a)  those 
representing  the  gains  by  trading,  and  (6)  those  representing  the  cost  of  carrj^ng  on  the  trading.  The 
net  profit-s  of  the  business  may  be  increased  either  by  an  increase  in  the  profits  of  trading,  or  by  a 
decrease  in  the  expense  of  carrying  on  the  business,  and  it  is  important  that  the  Statement  of  Losses  and 
Gains  should  present  clearly  these  facts  and  their  relation  to  each  other.  Hence  this  statement  is  usually 
divided  into  two  parts,  the  first  showing  the  gain  on  trading,  called  the  Gross  Profits,  and  the  second 
showing  the  cost  of  carrying  on  the  business,  which  is  then  deducted  from  the  Gross  Profits  brought 
forward  from  the  first  division  of  the  Statement,  and  shows  the  net  profits  on  the  business. 

In  their  simplest  form  these  two  gioups  of  accounts  are  represented  by  Mdse.  Acct.  and  Expense 
Acct.  ;  the  large  number  of  accounts  entering  into  the  longer  Statements  of  Losses  and  Gains  are,  in  the 
main,  subdivisions  of  these  two  accounts. 

The  net  .sales  are  frequently  spoken  of  as  the  "turnover"  or  as  the  "volume  of  busiiiess  done,"  and 
both  the  profit  on  trading  and  the  expense  of  carrying  on  the  business  are  usually  expressed  in  terms  of 
this  amount.  The  rate  per  cent,  of  pi'ofit  obtained  in  this  way  would  be  very  misleading  if  it  were  to  be 
used  in  fixing  the  marked  prices  of  goods,  for  then  the  advance  must  be  made  upon  cost.  But  the  net 
sales  do  form  a  \  ery  useful  basis  of  calculation  from  the  point  of  view  of  income,  for  of  the  income 
derived  from  sales,  part  is  used  to  replace  stock  that  has  been  sold,  another  part  is  used  to  pay  the 
expenses  of  carrying  on  the  business,  and  the  remainder  constitutes  the  net  profit  for  the  period. 

With  the  division  just  indicated  the  Statement  of  Losses  and  Gains  would  take  the  following  form: 
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TRADIXG  STATEMENT.   T.   R.   \rOOD,  MAR.  Jl,  19- 


100% 


89.66  fc 


Sales       -         - 

Less  Rebates      ...-.-- 
-^,    -Discotmls    ------- 

Net  Sales  -------- 

Purchases        ........ 

Less  Rebates SOOO 

.    Discounts 3000 

Add  Freight      - 

On  kdwl,  Jan.  1         .....         - 

Total  Cost 

On  hand.  Mar.  31      -         ■         -         •         -         - 

Cost  of  Goods  Sold 

Gross  Profits  Trading     ------ 

Rate  %  an  Cost  .         .         .         -       Tl.Sifo 

"      "      Net  Sales  -         -         ■      10.35  fa 


1000 
1000 


46000 
5000 


41000 
1000 


103000 
50000 


60000 
2000 


5^000 
6Q0Q 


PROFIT  AND  LOSS  STATEMENT,   T.  R.    WOOD,  MAR.  31,  19- 


7.11% 
S.ZS% 


100.% 


Gross  Profits  Trading     ----- 

— Losses — 

Travel/iiig  E.rpenses        ----- 
Salaries  of  Salesmen       .  -  -  -  - 

Advertising    .-■--. 

Rent      -        -         -    ' 

Insurance       ------- 

Repairs  ------- 

Office  Expenses       ------ 

"    Salaries         ------ 

Interest  and  Diwount     ----- 

Total  Expenses  of  carrying  on  themisiness 

Net  Profit 


1300 
100 
^00 
150 
50 
S50 
U55 
■20 


SUMMARY  OF  T.  R.    WOOD'S  CAPITAL  ACCOUNT 


Net  Credit     -         -         . 
jVe^  Gain 
Dr.  Primfe  Acrount 

Net  Capital 


1S75 
165 


59750 
1710 
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BALANCE  SHEET.   T.  R.    WOOD, 
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MA  U-^L,  VJ- 


Cash,  OH  hand  and  in  the  bank       ■      jit\A^- 
Accounts  Keceivable,  per  schedtUe>         - 
Bills  Receirable,  per  schedule  .         -         .         . 

Mdse.  ml  hand,  per  stock  list  -         .         .         . 

Insurance  paid  in  advance  -  -  .  -  . 
Heal  Estate  ....... 

— Liabilities — 

Accounts  Payable,  per  schedule  -  -  -  - 
Bills  Payable,  per  schedule  -  -  -  -  - 
Salaries  accrued    ------- 

T.  R.    Wnorls  XH  Capita!     -  -  -  - 


^' 


CLOSING  THE  LEDGER  BY  JOURNAL  ENTRIES 

Entries  for  closing  the  Ledger  may  be  put  in  journal  form.  When  the  item  concerned  is  an  inven- 
tory to  be  entered  on  one  side  of  an  account  for  closing  purposes  and  brought  down  below  the  ruling  on 
tlie  opposite  side,  it  seems  unnecessary  to  make  a  journal  entry.  These  entries  are,  however,  sometimes 
put  through  the  journal.      For  the  form  of  entry  see  page  13-t. 

The  entries  following  have  reference  to  the  Ledger  from  which  the  accounts  for  the  foregoing  state- 
ment were  taken. 

Note  that  the  rebates,  though  appearing  in  the  statement,  had  been  entered  through  the  Purchases 
and  Sales  accounts  in  the  Ledger. 

1.  Enter  all  inventories  shown  in  the  Balance  Sheet  on 
the  proper  side  of  the  accounts  to  which  they  relate — 
Asset  inventories  on  the  credit  side,  Liability  inven- 
tories on  the  debit  side,  all  in  red  ink. 

After  each  of  these  accounts  has  been  ruled  up, 
the  inventory  will  be  brought  down  on  the  opposite 
side  in  black  ink. 

Mar.  31,  19— 

2.  if'lse.  Purchases 1000 

Freight-in 

To  close  Freight-in  Acct. 

3.  Disc,   off  Purchases 3000 

Mdse.  Purchases 

To  dose  Disc,  off  Purchases  Acct. 

4.  Mdse.  Invenlory   42000 

Mdse.  Purcluises 

To  close  Mdse.  Purchases  Acct. 

5.  Mdse.  Sales   1000 

Disc,  off  Sales 1000 

To  close  Disc,  off  Sales  Acct. 

In  order  to  show  Net  Sales  the  Mdse.  Sales  Acct. 
should  be  closed  and  the  balance  brought  down. 
Mdse.  Sales  SC'OOO 

Mdse.  Inventory 

To  dose  Mdse.  Inventory  Acct. 


1000 


3000 


LKIOO 


8.  Mdse.  Sales   6000 

Loss  and  Gain 

To  close  Mdse.  Sales  Acct. 

9.  Loss  and  Gain ^i^5 

Travelling  Expenses 

Salesmen's  Salaries 

Advertising  

Rent   

Insurance  

Repairs ■ 

Office  Expenses  

Office  Salaries 

Interest  and  Discount 

To  close  the  above  Accounts. 

Note  :  In  posting  the  above  to  Loss  and  Gain  Acct., 

enter  the  details,  not  the  total. 

Loss  and  Gain 1S7S 

T.  R.   Wood,  Private  Acct 

To  close  Loss  and  Gain  Acct. 

T.  R.  Wood,  Private  Acct 1710 

T.  R.   Wood,  Capital  Acct 

To  close  T.  R.    Wood^s  Private  Acct. 

13.  Enter  the  Net  Capital  in  the  Capital  Account,  rule 
up  and  bring  down  Net  Capital  below  the  ruling. 

14.  Take  a  final  Trial  Balance. 

Note  :  As  the  closing  entry  is  made  in  each  account, 
the  account  should  be  ruled  out 


10. 


11 


12. 


6000 


200 
1300 
100 
200 
150 

50 

850 

1255 

20 


1875 


10 


Exercise.     Using  the  trial  balances  and  inventories,  pagu  24,  make  the  Journal  entries  for  closing  the  books. 
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EXERCISE    ON    FINANCIAL    STATEMENTS 


Cash 

Bills  Receivable 

Accounts  Heceivable .  .  . 
Md-se.  on  hand  Jan.  1 . 

"      Purchases 

"      Sales 

Discount  off  Pii7-chases 
"  ■'    Salen  .  .  .  . 

Freight    

Office  Furniture 

"    Salaries 

General  Expense 

Re7it 

Interest .  . 

Bills  Payable 

Accounts  Payable  .  .  .  . 
D.  Parke  (Cap.  Acct.) 
D.  Parke  (Private) .  .  . 


1.    TRIAL    BALAXCE 

627-').00 

6500.00 
10858.00 
16000.00 
35000.00 


47500.00 
275.00 


130.00 
1360.00 
2000.00 
1500.00 
2520.00 
1350.00 

165.00 


.      250.00 
83908.00 


133.00 

3600.00 

2400.00 

30000.00 

83908.00 


A  -'■    TRIAL    B. 

Cash 

Bills  Receivable 

Accounts  Receivable 

Mdse.  on  hand  Jan.  1  .  .  .  . 

"      Purchases 

"       Sales 

Rebates  off  Sales 

"        "     Purchases  .  .  .  . 

Freight 

Rent 

Insura7ice 

General  Expense 

Interest  and  Discount  .  .  .  . 

Bills  Payable 

Accounts  Payable 

//.  Riddell  (Cap.) 

"  (Private) 


.A  LANCE 
6620.00 
2440.00 
5760.00 
8000.00 

21100.00 

195.00 

275.00 
1760.00 

240.00 
1330.00 

130.00 


355.00 


24500.00 
260.00 


115.00 
1870.00 
3460.00 
18000.00 


48205.00         48205.00 


IXVEXTORIES 

Mdse.  on  hand  Dec.  31 10000.00 

Insurance  unearned 90.00 

Interest  on  Bills  Payable 10.00 

Make  out  the  Financial  Statements  for  each  of  tlie  above,  showing  the  percentages  down  the  margin. 


IXVEXTORIES 

Mdse.  on  hand  Dec.  31 15000.00 

Office  Furniture 1500.00 

Rent  Paid  in  Advance 150.00 


'  EXERCISES   ON   CLOSING   THE    MERCHANDISE   ACCOUNTS 

1.  The  books  of  L.  H.  Packard  t  Co.  show  tlie  following  data  :  Goods  on  hand  Jan.  1,  S3267.20. 
Purchases  for  the  year,  89267.50.  Sales  for  the  year,  S11326.7.5.  On  hand  Dec.  .31,  §4236.20.  In- 
freight  cost,  S262.10.     Discount  off  Purchases,  §323.7.5.      Discount  off  Sales,  §121.20. 

(a)  Make  out  a  Trading  Account  for  the  year  for  the  firm. 

(6)   Find  the  gain  per  cent,  on  Mdse.  Trading. 

(c)  Rule  up  the  following  accounts  and  show  them  all  properly  closed  :  Mdse.  Purchases,  Mdse. 
Sales,  Mdse.  Inventory,  Discount  off  Purchases,  Discount  off  Sales,  In-freight. 

"  "^  2.  George  A.  Slater  has  conducted  business  for  a  year  with  the  following  results  :  Goods  on  hand 
Jan.l,  §2967.30;  Purchases,  $8264  70;  Sales,  §7326.90;  Rebates  off  Purchases,  $32.5.60;  Discount  off 
Purchases,  §292.10;  Rebates  off  Sales,  §122.10:  Discount  i)ff  Sales,  §97.60:  In-freight,  §171.20;  Goods 
on  hand  Dec.  31,  §2468.60. 

(o)  Make  out  the  Trading  Account  for  the  year. 

(6)  Calculate  Gain  or  Loss  per  cent,  on  Mdse.  Trading. 

(c)  Make  out  the  following  accounts  and  show  all  properly  closed  :  Mdse.  Purchases,  Mdse.  Sales, 
Mdse.  Inventory,  In-freight.     Enter  Rebates  and  Discounts  directly  in  the  Purchases  and  Sales  accounts. 
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INSTRUCTIONS  FOR  PART  II.     DOUBLE  ENTRY 

(«)  Books  to  be  Used. — General,  .Sales,  Purehase,  and  Ca.sh  Journals,  Bill  Book,  and  Ledger.  Rule  special 
columns  on  the  Debit  side  of  the  Cash  Book  for  Mdse.  and  Disc,  oft'  Purchases,  and  on  the  Credit  side  for  Freight  and 
Expense. 

(h)  Divide  the  Merchandise  account  into  three  parts  :  Mdse.  Purchases,  Mdse.  Inventory,  Mdse.  Sales,  as  in  the 
example  given,  page  20.  Keep  accounts  for  General  Expense,  Rent,  and  Insurance.  Close  the  Freight  account  and 
Discount  off  Purchases  to  Mdse.  Purchases. 

(t)  In  posting  from  the  Purchase  book  post  the  date  of  the  invoice,  not  the  date  on  which  it  was  received,  and 
enter  in  the  explanation  column  the  terms  of  the  invoice  as  in  the  illustration,  page  32.  Enter  also  a  description  of 
the  payments,  whether  cash,  note,  etc.  Keep  a  private  account  for  each  partner.  Post  in  the  following  order  : 
Gen    J.,  Sales  J.,  Pur.  J.,  Cash  J. 

LEDGER  LINES 
Open  an  account  for  Bills  receivable  on  the  third  page.  On  the  fifth  page  open  B.  S.  Milne 
(Cap.  Acct.),  B.  S.  Milne  (Priv.  Aoct),  J.  D.  Marshall  (Cap.  Acct.).  J.  D.  Marshall  (Priv.  Acct.). 
Beginning  on  the  sixth  page,  open  the  following  accounts  in  the  order  given,  allowing  one-quarter  page 
for  each  :  Freight,  Discount  off  Purchases,  Merchandise  Purchases,  Merchandise  Inventory,  Merchandise 
Sales,  General  Expense,  Furniture  and  Fixtures,  Insurance,  Real  Estate,  Interest  and  Discount,  Loss 
and  Gain.      Transfer  Milne's  Cap.  Acct.  to  the  new  page. 

MEMORANDA   OF   TRANSACTIONS 

Kingston,  Sept.  16.  B.  S.  Milne  this  day  changes  books  from  Single  to  Double  Entry  and  admits 
J.  D.  Marshall  as  partner  under  the  following  agreement :  Mr.  Marshall  is  to  invest  Cash  equal 
to  Mr.  Milne's  investment  apart  from  the  Store  and  Lot,  which  is  valued  at  $3000.  Mr.  Milne 
is  allowed  $30  a  month  rent  for  the  store,  and  the  net  gain  or  loss  is  then  to  be  divided  equally. 
The  firm  name  is  to  be  B.  S.  Milne  &  Co.  Mr.  Marshall  hands  over  a  marked  cheque  for  the 
amount  of  his  investment.  Make  the  opening  entry  in  complete  form,  post,  and  take  off  a  Trial 
Balance. 
The  bookkeeper's  salary  is  increased  to  $12  a  week,   and  the  clerk's  to  $10  a  week,   both  to  date 

from  to-day. 
Note.  —All  .sales  for  Cash  are  included  in  the  Cash  Sales. 

Bought  from  D.  McKinnon  an  invoice  of  Mdse.,  Sept.  14,  V^,  "/go,  $323.60. 

Sold  to  G.  Goodwin  for  cash,   6  Axes   @   $1.10;  1.5  Auger  Bits  @    1.5c.;  3   Nickel  Plated  Braces 
@  65c.;  4  Chisels  @  40c.;  2i  doz.  Door  Knobs  @  $1.20. 

Sold  to  E.  Laurie  on  acct.,  li  doz.  Door  Bells  @  $7.50;  9  Hammers   @   6.5c.;  4  sets  Knives  and 
Forks  @  $5.25  ;  4  Granite  Kettles  @  75c. 

Pay  F.  Forbes  &  Co.  by  cheque  for  the  invoice  of  Sept.  7,  less  discount. 

Bought  of  the  Dominion  Furniture  Co.  for  cash,  an  Office  Desk  and  Chair,  $43.50. 
17.     Render  statements  of  account  to  W.  J.  Gibson  and  R.  Richardson,  and  draw  on  them  at  5  da.  from 
Sept.  16  for  the  amount.     Leave  the  drafts  at  the  bank  for  collection. 

Sold  to  W.  J.  Gibson  on  acct.,   1^    doz.    Mortise  Locks    @   $5.85;    6   kegs    Wire  Nails   @    $3; 
8  Adjustable  Iron  Planes   @   $2.55;   1|  doz.   Brass-bound  Rules   @   $7.10;  7   Shovels   @  $1. 

Sold  to  R.  Richardson  on  acct.,  15  Wrenches  @  40c.;   10  kegs  Wire  Nails   @  $3  ;  3|  doz.   Ham- 
mers @  65c.  each;   10  doz.  Door  Knobs  @  $1.20. 

Paid  salaries  for  the  week  in  cash. 

Cash  Sales,  $264.60.     Post  up  to  date. 
19.    Received  cash  on  acct.  from  E.  Laurie,  $40.     Remitted  to  C.  Lane  &  Co.  a  bank  draft  purchased  by 
cheque  for  the  invoice  of  Sept.  10,  loss  discount,  exchange  ^%. 
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Sold  to  J.  B.  Armstrong  for  cash,  8  Adjustable  Iron  Planes  @  $2.55  ;  4  doz.  Mortise  Locks  @  $5.85  ; 

15  Chisels  @  40c. 
Sold  to  J.  Stephenson  on  acct.,  5  Axes  @  $1.10  ;  3|  doz.  Auger  Bits  @  15c.  ea. ;  8  Chisels  @  40c.; 

9  Hammers  @  65c.;  5  kegs  Wire  Nails  @  $3  ;  4  Brass-bound  Rules  @  $7.10  a  doz. 

20.  Bought  from  F.  Forbes  &  Co.,  an  invoice  of  Mdse.,  Sept.  19,  ^J/^^,  "J^^,  $457.30. 

Sold  John  Adams  on  acct.,  5  Wrenches  @  40o. ;  1   Grocer's  Scales  at  $3.75;  2  sets  Knives  and 

Forks  @  $3.25  ;  4  Granite  Kettles  @  75c. 
Sold   R.  Taylor  on  acct.,  8  Shovels   @  $1  ;  6   Hay  Forks   @    80c. ;  5   Granite   Kettles   @    75c.; 

6  Axes  @  $1.10;  4  Adjustable  Iron  Planes   @  $2.55;  9  Brass-bound  Rules   @  $7.10  a  doz. 
Sold  to  W.  Thorne  for  his  note  at  10  da.,  18  Auger  Bits  @  15o.;  6  Nickel  Plated  Braces  at  65c.; 

15  Chisels  @  40c. ;  6  kegs  Wire  Nails  @  $3.     Received  his  note  in  payment. 
J.  Stephenson  returned  1 J  doz.  Auger  Bits  from  his  purchase  of  the  1 9th.     We  give  him  credit. 
Bought  for  cash  3  additional  chairs  for  the  office,  $8.50. 

21.  Sold  to  W.  J.  Gibson  on  acct.,   4  Axes   @  $1.10;  3  kegs  Wire  Nails   @  $3  ;    2  sets  Knives  and 

Forks  @  $3.25  ;  4  Granite  Kettles  @  75c. 
The  bank  presented  to  us  D.  McKinnon's  sight  draft  for  the  amount  of  the  invoice  of  Sept.  14,  less 

discount.     We  paid  it  in  cash. 
R.  Taylor  is  unable  to  pay  his  note  due  to-day  and  he  requests  us  to  renew  it  for  him  for  30  da. 

We  consent  to  this,  and  he  hands  us  a  new  note  to  cover  the  old  one,  and  interest  at  7% 

for  33  da. 

22.  Sold  to  T.  R.  Matthews,  160  Brock  St.,  for  cash,  6  Axes  @   $1.10;  8  Chisels   @   40c.;  5  Hammers 

@  65c.;  10  Adjustable  Iron  Planes  @  $2.55. 
Sold  to  J.  Stephenson  on  acct.,  2^  doz.  Auger  Bits  @  15c.  ea.;  8  Nickel  Plated  Braces  @  65c.;  3  doz. 

Door  Knobs  @  $1.20;  1|  doz.  Door  Bells   @   $7.50;   8  kegs  Wire  Nails   @   $3 ;    1|  doz. 

Shovels   @  $1   ea. 
Cash  Sale.s,  $215. 
Received  cash  on  acct.  as  follows  :    W.  J.  Gibson,  $50  ;  R.  Richardson,  $75  ;  J.  Adams,  $20. 

23.  F.  Forbes  &  Co.  overchaiged  us  25c.  a  keg  on   30  kegs  Wire  Nails  in  their  invoice  of  the  20th-. 

We  have  to-day  received  a  credit  note  for  the  amount. 
Paid  for  a  bill  of  Stationery  in  cash,  $12.50. 
Sold  to  R.  Richardson  on  acct.,  9   Wrenches   @   40c.;  15  Brass-bound   Rules  @   $7.10  a  doz.; 

6  Adjustable  Iron  Planes  @  $2.55;    18  Mortise  Locks  @  $5.85   a  doz.;   9   Chisels  @  40c. 

24.  B.  S.  Milne  withdrew  for  private  use,  $45,  and  J.  D.  Marshall  \vithdrew  $30,  both  by  cheque. 
Sold  to  J.  Adams  on  acct.,  4  Granite  Kettles  @  75c. ;   H  doz.  Auger  Bits  @  15c.  ea. ;   2  Nickel  Plated 

Braces  @  65c.;  5  Mortise  Locks  @  $5.85  a  doz. 
Sold  E.  Laurie,  10  Hay  Forks  @  80c.;  8  Shovels  @  $1  ;  6  kegs  Wire  Nails  @  $3.      Received  cash 

$10,  balance  on  account. 
Paid  a  freight  bill  in  cash,  $7.50. 
Paid  salaries  for  the  week  in  cash. 
Deposit  all  cash  on  hand  but  $100. 
Cash  Sales,  $339.90.     Post  up  to  date. 
26.    Sold  J.  B.  Armstrong  for  cash,   6  Chisels   @   40c. ;   2  sets  Knives  and  Forks   ®   $3.25  ;  6  Granite 

Kettles  @  75c.;  3  Brass-bound  Rules  @  $7.10  a  doz. 
Sold  to  R.  Taylor  for  his  acceptance  at  30  da.,  8  Adjustable  Iron  Planes   («>  $2.55  ;  6   Wrenches 

@  40c.;    5  Axes   @$1.10;    2 1  doz.  Auger   Bits    ea.  15c.;    2i  doz.    Door  Knobs  @  $1.20  ;    15 

Mortise  Locks  @  $5.85  a  doz.;  4  kegs  Wire  Nails  @  $3. 
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Bought  from  C.  Lane  &  Co.  an  invoice  of  Mdse.,  Sept.   23,  draft  at  sight,  less  3%,  .$266.90.     The 

draft  has  not  yet  been  presented. 
Received  cash  on  account  as  follows  :  J.  Stephenson,  S60. 
The  bank  reports  the  drafts   on   W.    J.    Gibson   and   R.    Richardson   collected   and   the    proceeds 

credited.     Exchange  1 4  cents. 
27     Sold  to  W.  Thome  on  his  note  at  30  da.,  12  Hay  Forks  @  80c. ;  9  Wrenches  @  40c. ;  6  Brass-bound 

Rules  @  87.10  a  doz.;  5  Granite  Kettles  @  75c.;  5   kegs  Wire  Nails  @  S3  ;  3  Adjustable  Iron 

Planes  @  82.55. 
Paid  r.  Forbes  &.  Co.  by  cheque  for  the  invoice  of  Sept.  19,  less  discount  and  rebate. 
The  bank  presented  C.  Lane  &  Co.'s  sight  draft  for  tlie  amount  of  the  invoice  of  Sept.   23,   less 

discount.      Paid  the  draft  in  cash. 
J.   B.   Armstrong  requests  that  his  note  due  to-day  be  held  over  for  3  da.      We  consent  to  this 

arrangement. 

28.  Sold  to  R.  Richardson  on  account,  o^  doz.  Auger  Bits  @  15c.  ea. :  4  Nickel  Plated  Braces  @  65c.; 

IJ  doz.  Door  Bells  @  S7.50 ;  8  Shovels  @  SI. 
Paid  T.  Mitchell  in  cash  for  painting  counters,  -SI 0.25. 
J.   D.  Marshall  took   for  private   use    1    Hammer  @    50c.;    1    Adjustable   Iron   Plane    &    S1.95 ; 

1  Shovel  ®  80c. 

29.  Sold   to   W.   J.    Gibson   on   account,   4  Axes  @   $L10;   9   Chisels   @    40c.;    7    Hammers   %    65c.; 

3  Adjustable  Iron  Planes  @  02.55;  4  Rules  at  87.10  a  doz. 
Bought  from  D.  McKinnon  an  invoice  of  Mdse.,  Sept.  27,  Yioi  %0'  $339.10. 
Received  cash  on  account  as  follows  :  J.  Adams,  820-;  R.  Taylor,  890  ;  W.  J.  Gibson,  S40. 
B.  S.  Milne  took  for  private  use  1  Grocer's  Scales,  82.95  ;   1  set  Knives  and  Forks,  82.50. 

30.  Returned  to  D.  McKinnon  from  invoice  of  the  27th,  li  doz.  Adjustable  Iron  Planes  found  to  be 

defective,  price  81.95  ea. 

J.  B.  Armstrong  paid  his  note  due  on  the  27th  in  cash. 

Paid  freight  bill  in  cash,  .$13.75.     Cash  Sales,  8275.40. 

Credit  B.  S.  Milne  in  private  account  with  J  month's  rent,  and  charge  to  General  Expense  Account. 

Post  up  to  date.     Post  totals  from  the  Cash  Book  and  close  the  book,  bringing  down  the  balance. 

Take  a  Trial  Balance,  entering  totals  in  all  accounts  showing  Loss  and  Gain,  balances  in  all  others. 

Make  out  the  Financial  Statements  and  close  the  books.     Make  journal  entries  for  closing. 

Note. — Do  not  forget  to  close  Freight  acct.  and  discount  ofif  Purchases  to  Mdse.  Purchases  acct.  Then  close 
Md.se.  Purchases  to  Mdse.  Inventory.  Now  enter  Inventory  at  closing  on  the  credit  side  of  Mdse.  Inventory  acct., 
and  close  this  acct.  with  "Costs  of  Goods  Sold  "  and  c;irry  the  amount  to  the  debit  of  Mdse.  Sales  Account.  Next 
close  Mdse.  Inventory  to  Mdse.  Sales,  and  the  difference  between  the  two  sides  of  the  Mdse.  Sales  acct.  will  show  the 
dross  Profits,  which  should  he  posted  to  the  debit  side  of  this  account  and  to  the  credit  side  of  the  Loss  and  Gain 
acct.  Close  the  other  accounts,  showing  loss  or  gain,  directly  to  the  Lo's  and  (iain  acct.  Then  close  the  Loss  and 
Gain  acct.  to  the  Private  accounts— making  two  entiies  in  Loss  and  Gain  acct  ,  one  for  each  partner.  Close  the 
private  accounts  with  "Balance  to  Capital  acct."  and  transfer  this  balance  to  the  Capital  accounts.  Close  the  Capital 
accounts  with  "Net  Capital"  and  bring  it  down  below  the  ruling  on  the  credit  side  of  the  acct. 

T/IK  FOLLOWIXG  ARE  THE  IXVEXTORIES 


Merchandise  on  ha7id ■$  1083. 82 

Salaries  due 

Insurance  unexpired H.20 

RESULTS 


Real.  Estate,  valued  at B3000.00 

Ftirniture  and  Fixtures 40. 00 


Net  Capital,  .<;6197.13.  Net  Gain,  $290.81.  Net  Gain  %,  16.83. 

Gross  Profit,  9389.43.  Gross  Profit  %  on  Sales,  22.54.     %  on  Cost  of  ° Goods  sold,  29.10. 

B.  S.  Milne's  Net  Capital  $4597.47.     £>.  J.  Marshall's  Net  Capital  $1599.66.    Cash  Balance,  $1806.66. 
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EXERCISE    ON    LOSS   AND    GAIN    ACCOUNTS 

Make  out  in  Ledger  form  the  accounts  indicated  below,  showing  each  one  properly  closed  with  the 

Net  Gain  or  Loss.     What  items,  if  anv,  would  have  to  be  omitted  in  each  to  close  with  the  Trading 

\      Profit  (.r  Loss  ? 

\  \  1.    Stock.     Bought  760  head  of  cattle  at  857.60  each.      Kept  them  13  weeks  at  a  cost  of  75c.  each 

^   per  week.     Fifteen  of  the  cattle  died.     Sold  the  hides  at  $4.60  each.      Sold  the  remaining  cattle  at   ■■?72 

each.      Find  Gain  or  Loss. 

2.  Real  Estate.     Hafl  property  on  hand  Jan.   1,  S5200.     Built  houses  on  this  property  at  a  cost 
.  •)    of  S7600.     Paid  taxes  for  the  year,  SI 75.     Collected  rents,  .9275.    House,  valued  at  $1650,  was  destroyed 

I  '^         by  fire.     Received  insurance,   $1200.     Paid  fees  and  other  charges,  S65.       Property  on  hand  Dec.  31, 
$13000.     Find  Xet  Gain  or  Loss. 

3.  Groceries.      On  hand  Jan.  1,  goods  worth  §-1200.      Cash  purchases  for  the  j'ear,  §2750.      Credit 
;^     purchases,   S1640.      Cash  sales,  $3100.     Credit  .sales,  $1800.     Loss  by  fire,   $2000.     Received  insurance, 

^\       $1500.     Gave  to  charities  during  the  year,  goods  worth  $175.     Received  by  bequest  a  stock  of  groceries 
^'  worth  $2,500.     On  hand  Dec.  31,  goods  worth  S6000.     Find  Net  Gain  or  Loss. 

i.    Provisions.     Goods  on  hand  Jan.  1,  $3275.     Cash  purchases,  $3250,  less  discounts  $275.     Cash 
sales,  .$3370,  less  goods  returned,  $125.     Credit  purchases,  $4260.     Sales  on  credit,  $5200.      Running  Ex- 
penses, $1520.      Accounts  which  could  not  be  collected,  $146.20.     Accepted  75c.  on  the  dollar  for  a  note 
\V        of  $325  received  in  the  course  of  business.      Goods  on  hand  Dec.   31,   $3700.     Find   Net  Gain  or  Loss. 
1 

EXERCISE   ON   THE   ANALYSIS   OF    MDSE.    ACCOUNT 

1.  Mdse.  Purchases,  $8275. .30.  Sales,  §7312.70.  On  liand  at  closing,  $2729.40.  Find  the  gain. 
Find  the  gain  %. 

2.  Mdse.  Purcha.ses,  $7624.  Sales,  $3725.60.  On  hand  at  beginning,  $2272.10.  On  hand  at  clos- 
ing, $6265.40.     Find  Gain  or  Loss  and  Gain  or  Loss  %. 

3.  Mdse.  Purchases,  $7325.60.  Sales,  88426.40.  On  hand  at  beginning,  $1726.30.  Gain  %,  25. 
Find  Inventory. 

4.  Sales,  $6420.75.  On  hand  Jan.  1,  $2475.  On  hand  Dec.  31,  $t775.20.  Gain  %,  33J.  Find 
the  purchases. 

.,  5.    Sales,  $7264.20.      On  hand  Dec.  31,  $1726.50.      On  hand  Jan.  1,  $2926.30.      Gain,  .^725.      Find 

j,'^        Purchases  and  Gain  %. 

6.  Purchases,  $3774.20.  On  hand  Jan.  1,  $4186.20.  On  hand  Dec.  31,  $4120.  I»s.s,  10%.  Find 
he  sales. 

7.  Inventory  Dec.  31,  $929.20.     Loss,  6§%.      Sales,  $1726.20.      Find  the  purchases. 

8.  On  hand  Jan.  1,  $3726.40.  On  hand  Dec.  31,  $2426.30.  Purchases,  $7324.10,  less  discount 
.$272.40.  Sales,  $9538.60,  less  rebates  $165.30.  Rent,  $175.  Taxes,  $90.  Gen.  Expenses,  $326.10.  Net 
Credit,  $4000.  Find  Gain  %  on  Trading.  Find  Net  Gain  or  Loss.  Find  Gain  %  on  Capital.  What  % 
are  the  running  expenses  of  the  cost  of  the  goods  sold ' 

BANK  ACCOUNT  IN  THE  CASH  BOOK 

When  it  is  considered  desirable  to  have  a  Bank  Account  in  the  books,  it  is  usual  to  keep  it,  not  in 
the  Ledger,  but  in  the  Cash  Book.     The  Cash  Book  then  shows  Cash  and  Bank  Balances.     See  page  29. 
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EXERCISES    ON   CASH    BOOK 

1.  Rule  a  Cash  Book  with  special  columns  on  the  debit  side  for  Disc,  off  Puixha.ses,  and  for 
Bank  Dr.,  and  on  the  credit  side  for  Disc,  off'  Sales,  and  for  Bank  Cr.,  and  enter  the  following 
transactions  : 

Oct.  1.     H.  Brooks  began  business  with  Cash  on  hand,  $250,  and  on  deposit  in  the  Dominion  Bank,  83700. 

2.  Received  the  following  cheques  on  account :   E.Turner,   $160   (disc,  already  off,  $4);   T.    Long,  $75 

(di-sc.  already  off,  $3)  :  W.  Stephen,  $64  ;  R.  Goldie,  $122  (disc,  already  deducted,  $5). 
Remitted  cheques  in  payment  of  the  following  accounts  ;  T.  Wood,  875,  less  3%  :  R.  Jones,  $160,  less 

2%  ;  M.  Gray,  $33. 
Discounted  notes  on  hand,  $730,  the  bank  charging  $5.40  discount.      Deposited  the  proceeds  of  these 

notes  and  all  cheques  on  hand.     Exchange  9(J  cents. 
Paid  wages  by  cheque,  $75,  and  for  Stationery  in  Cash,  $2.50. 
Close  the  book  and  bring  down  tiie  balances. 

3.  Received  the  following  remittances  in  this  morning's  mail  :   B.  Smith,   on  acct.,   $112  (disc,  alreadv" 

deducted,  $3) ;  R.  Walker,  in  full  of  his  note,  $135  and  interest,   $5  ;  H.  Green  in  pavment  of 

his  acceptance,  $212,  less  disc,  for  unexpired  time,  $3. 
Issued  cheques  for  the  following  :  S.  Black's  acct.,  $177,  less  2%  ;  H.  Miller's  acct.,  $260,  less  5%  ;  my 

note  favour  H.  Munro,  $127.50,  with  interest  to  date,  $2.10.  * 

Paid  Bent  for  Oct.  by  cheque,  $50,  and  for  an  office  chair  in  cash,  $12.50. 
Deposit  all  cheques  and  all  cash  but  $125.      Exchange  50  cents. 
Close  the  book  and  bring  down  balances.      Post  and  take  off  a  Trial  Balance. 

2.  Rule  a  Cash  Book  with  special  columns  on  the  debit  side  for  Bank  Dr.,  Bills  Rec.  Cr.,  and  Int. 
and  Disc.  Cr.,  and  on  the  credit  side  for  Bank  Cr.,  B.  Pay.  Dr.,  and  Int.  and  Disc.  Dr.,  and  enter 
the  following  : 

Nov.  1.     George  White  continues  business  with  Cash  on  hand,  $275,  and  in   the  Standard  Bank,  84500. 

2.  Remitted  to  R.  Gray,  cheque  on  account,  $75. 

Paid  by  cheque  my  note,  No.  1,  favour  H.  Green,  $166,   with  interest,  $4. 
Paid  Rent  for  Nov.  by  cheque,  $60. 
"^Received  from  B.  Black  cheque  in  full  of  his  acct.,  $120,  less  disc,   $4. 
M.  Winters  paid  his  note,  No.  1,  due  to-day,  by  cheque,  face  $225.     Interest  $2.70. 
Deposit  all  cheques,  exchange  J^%,  but  not  less  than  10c.  on  any  cheque. 

3.  Discounted  for  H.  Clark,  J.  Brown's  note  in  his  favour,  face  of  note,  $200,  di.scount  $3,  proceeds  paid 

by  cheque. 
Received  cheques  in  payment  of  the  following  notes  due  to-day  :   S.  Robb's  (No.   2),   $320,  D.  Good's 

(No.  3),  $175  and  interest  $4  ;  G.  Bush's  (No.  4),  $164  and  interest  $2. 
Prepaid  by  cheque  my  note  favour  W.  Moir  (No.  2),  face  8260,  disc.   $3. 
Paid  for  office  supplies  in  cash,  $12.50. 

Deposit  all  cheques  on  hand,  exchange  ^%,  but  not  less  than  10c.  on  any  cheque. 
Close  the  book  and  bring  down  the  balances. 

4.  Received  cheques  as  follows, — fiom  T.  Parks,  in  full  of  acct.,  $75,  less  disc.   $3  ;  from  S.  Poison,  for 

his  note,  $122.50,  and  interest,  $3  ;  from  J.  Inglis,  prepaying  his  note,  $223,   less  disc,   $2.50. 
Issued  cheques  as  follows, — to  J.  Carrier,  in  full  of  acct.,  $160,  less  disc,  $6  ;  in  payment  of  the  follow- 
ing   notes    favour  E.   Kerr    (No.    3),   $124,  and  interest  $3  ;  favour  J.   Matheson,   $210,   less 
disc,  $6. 
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Gave  the  clerk  on  account  of  wages  cash,  $10. 

Deposit  all  cheques  and  all  cash  on  hand  but  $50,  exchange  ^%,  but  not  less  than  10c.  on  any  cheque. 

Close  the  book  and  bring  down  balances.      Post  and  take  off  a  Trial  Balance. 

THE  PURCHASE  BOOK  OR  PURCHASE  REGISTER 

In  some  lines  of  business  it  is  customary  to  offer  a  choice  of  terms  on  goods  bought.  Thus,  the  net 
price  may  be  for  30  days,  with  the  option  of  a  discount  of  2  per  cent,  if  paid  within  10  days.  In  such 
cases  it  is  important  that  the  bill  should  be  paid,  if  possible,  \vithin  the  10  days  and  the  di.scount  earned. 
For  this  purpose  it  is  necessary  to  enter  the  invoices  in  such  a  way  as  to  keep  a  record  of  these  due  dates. 
One  method  of  keeping  such  record  is  to  enter  in  a  daily  memorandum  book  the  name  of  the  firm  and 
the  amount  of  the  invoice  under  the  date  upon  which  it  must  be  paid  in  order  to  earn  the  discount,  care 
being  taken  to  allow  time  for  the  transmission  of  the  cheque.  This  entry  is  made  as  soon  as  the  invoice 
has  been  checked  up  and  certified  by  the  proper  person  or  persons.  The  invoices  are  not  entered  in  the 
purchase  book  till  the  end  of  the  month,  when  they  are  grouped  according  to  the  firms  from  which  they 
have  been  received. 

Another  method  is  that  illustrated  in  the  form  of  Purchase  Register  below.  The  entries  in  this  book 
must,  of  course,  be  made  as  soon  as  the  invoice  has  been  properly  checked  and  certified. 

PURCHASE  REGISTER 


■i 

Sept. 

S 

a 
s 

10 
13 

15 

F.  Forbes  is 
Co. 

C.  Lane  d:  Co. 
F.  Forbes  «t- 

Co. 

D.  McKinnon 
C.  Lane  <fc  Co. 

Mdse. 


Toronto 
Montreal 

Toronto 

Montreal 

Montreal 


Sept. 


/l0>"/30 
^Vl0>"/30 

2*/,o.y30 

/10'"/30 


.c 

s 

■? 

1 

•? 

ii 

IS 

17 
17 
20 

Sept. 


Chk. 
Bk. 
Dr. 


Note. — The  first  elate  under  "  when  due  "  may  in  each  ca.se  be  entered  in  red  ink  for  the  sake  of  emphasis. 


THE   SALES   LEDGER    OR   CUSTOMERS'    LEDGER 

When  there  is  a  large  number  of  customers'  accounts  to  be  kept,  it  is  found  convenient  to  have  a 
separate  Ledger  for  them,  or  even  several  such  Ledgers.  The  Ledger  is  then  subdivided  into  "  Sales 
Ledger  "  and  "  Purchase  and  General  Ledger."  If  the  number  of  accounts  is  so  great  that  one  person  is 
unable  to  enter  all  the  credit  sales,  the  Sales  Ledger  is  itself  subdivided.  This  division  may  be  made 
either  alphabetically,  thus,  "  Ledger  A  to  G,"  "  Ledger  H  to  N,"  "  Ledger  O  to  Z,"  or  territorially, 
"City  Ledger,"  "Country  Ledger." 

In  the  Trial  Balance,  the  balance  only  of  these  ledgers  is  entered  under  the  name  Accounts 
Receivable,  just  as  the  balance  of  cash  was  entered  from  the  Cash  Book.  Or  if  it  is  so  desired,  a  Cash 
account  and  an  Accounts  Receivable  account  may  be  opened  in  the  General  Ledger,  and  the  balance  of 
the  Cash  Book  and  of  the  Customers'  Ledger  entered  therein.  The  General  Ledger  will  then  balance 
independently  of  any  other  book.     Similarly  Accounts  of  Creditors  mav  be  kept  in  a  Purcliase  Ledger. 
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It  is  to  the  Ledgers  containing  personal  accounts  that  the  loose  leaf  system  lends  itself  most  readily, 
for  accounts  may  then  be  dropped  from  the  ledger,  or  they  may  be  continued  indefinitely  without 
interfering  with  the  arrangement  of  the  accounts. 

A  convenient  form  of  Sales  Ledger  account  follows. 


Account  No.   1. 
Xam-e,  R.  tIENDERSOK 
Address,  LIXDSAY 


Sheet  No.   \. 


Date 


19— 

Nov. 

i 

" 

6 

" 

13 

" 

18 

Bee. 

3 

" 

13 

" 

20 

" 

SO 

" 

S3 

" 

S8 

31 

Balance  ■ 

Cash 

N.  soda. 

D.  15  da.,  less  S'/c 

/io>  "/so  " 
Cask 

JV.  10  da. 
Disc.  S% 

s;        n/ 

/io>    /so 
Cash, 
D.  15  da.,  lesaSfo 


Debit 
1 

'         t 

Ck. 

117 

1 
i 

15 

>' 

211 

■iO 

^1 

75 

60 

^t 

S6 

SO 

154 
114 


or 

Balance 

Cr. 

Dr. 

1S9 

70 

115 

30 

58 

54 

175 

69 

387 

09 

232 

45 

115 

SO 

190 

90 

S6 

1 

20 

Note. — If  it  is  thought  de.sirable  that  the  Ledger  account  sliould  contain  the  items  of  the  sales,  these  may  be 
entered  instead  of  the  terms  of  the  sale,  especiall3'  if  the  sales  are  on  open  account.  This  seems  scarcely  necessary, 
however,  for  au  itemized  bill  is  given  at  the  time  of  the  sale,  and  it  seems  only  necessary  for  tha  account  and  the 
corresponding  statement  to  contain  a  summary. 

REVIEW  EXERCISE 

1.  The  books  of  J.  M.  Green  show:  Goods  on  hand  Jan.  1,  S12450;  Purchases  for  the  year 
$45375.60;  Sales  S58256.90 ;  On  hand  Deo.  31,  SHOOO.-Treight-in  §3150;  Disc,  off  Purchases 
$1247.60;  Disc,  off  Sales  $1290.90;  Rebates  off  Purchases  $1195.60 -Rebates  off  Sales  $1215£- 

a.  Prepare  a  Trading  account  showing  percentages  properly  entered. 

b.  Rule  up  the  necessai-y  Ledger  accounts  and  show  them  pnjjjerly  closed. 
'  2.  R.  Wilson  and  W.  Young  have  kept  their  books  by  Single  Entry.     They  share  gains  and  losses 

Wilson  f ,  Young  |.     W^ilson  invested  $6500,  Young  invested  $4000. 

At  the  close  of  the  year  their  accounts  stand  as  follows  : — Cash  on  hand  $850;  balance  in  the  bank 
$2750;  Bills  Receivable  in  the  Bill  Book  No.  1  $175,  No.  2  $330,  No.  3  $260  ;  No.  1  is  marked  paid 
and  there  is  interest  accrued  on  Nos.  2  and  3  S2.75;  Bills  Payable  in  the  Bill  Book  No.  1  $450,  No.  2 
$220;  No.  2  is  marked  paid  and  there  is  interest  accrued  to  date  on  No.  1  $3.25;  Ledger  accounts,  R.  Black, 
Dr.  $175,  H.  Power,  Dr.  $300,  F.  Bradley,  Dr.  $133,  P.  Williams,  Dr.  $75,  D.  Beattie,  Cr.  $400,  R.  Selby, 
Cr.  $220;  Mdse.  on  hand  $7000;  Rent  paid  in  advance  $50;  Insurance  paid  in  advance  $12.50;  Salaries 
accrued  $35;  Office  Furniture  Cost  $300,  now  worth  $225;  Horse  and  Wagon  cost  $310,  now  worth  $250. 
a.  Prepare  the  Financial  Statement  at  the  close  of  the  year.  6.  Make  the  Journal  Entry  to 
change  the  books  to  Double  Entry,     c.   Show  the  Capital  accounts  properly  closed. 

3.  E.  Evans  and  A.  Ferguson  ai-e  partners,  Evans  invested  $7200  and  Ferguson  $6500.  Evans  has 
withdrawn  $675  and  Ferguson  $250.  Each  is  to  get  4  %  per  annum  on  capital  invested.  Evans  gets  a 
yearly  allowance  for  serWces  .$300  and  Ferguson  $600.  They  share  net  gain  or  loss  equally.  At  the 
\   end  of  a  year,  before  interest  or  salary  are  provided  for,  the  gain  is  $250. 


\ 


Show  the  Capital  accounts  and  Private  accounts  properly  closed. 


SET  II-DOUBLE  ENTRY 


RETAIL  CLOTHING 

Special  Features. — The  Bank  account  is  kept  in  the  Cash  Book  by  means  of  a  special  coluimi. 
The  use  of  the  Sales  Ledger,  or  Customers'  Ledger,  and  Purchase  Ledger  or  Creditoi's'  Ledger  is  introduced. 
See  pages  29  to  32. 

INSTRUCTIONS 

Books  to  be  csed. — General,  Purchase,  Sales,  Cash  and  Bill  .Journals,  the  Cash  Journal  with  columns  on  the 
Dehit  side  for  Cash,  Bank  Dr.,  Gen.  Ledger,  Mdse.  Sales,  Disc,  off  Purchases,  and  on  the  Credit  Side  for  Cash,  Bank 
Cr.,  Gen.  Ledger,  Salaries,  Expense.  General  Ledger,  Customers'  Ledger,  and  Creditors'  Ledger  to  be  balanced 
together.     For  form  of  Bill  Book  see  First  Course  page  105. 


DIRECTORY 


Ackerman,  F.,  35  Water  St. 
Barton  <fc  Manning,  Hamilton. 
Beaver,  R.,  Bloomingdale. 
Bond,  H.  E.,  Preston. 
Cameron,  D.,  77  Queen  St. 
Goldhery,  Joseph,  60  Water  St. 
Hume  Bros.,  Kitchener. 


Jeiikins,  li.  D.,  He^peler. 
Leckie,  John,   Waterloo. 
McDonald,  Norton,  Montreal. 
Mitcliell,  Robert,  Breslau. 
Netulands,   W.,  68  Weber  St. 
Noxon,  Ghas.,  Waterloo. 
All  others.  Kitchener. 


LEDGERS 

Purchase  Ledger. — One  page,  4  accounts  as  for  Sales  Ledger. 

Sales  Ledger. — Three  pages,  4  accounts  on  a  page,  2  on  the  left  and  2  on  the  riglit  hand  side. 

General  Ledger. — Three  accounts  on  a  page:  Bills  Receivable,  Bills  Payable,  Mortgage  Payable, 
11.  D.  Kemp  (Cap.  Acct.),  R.  D.  Kemp  (Priv.  Acct.),  J.  S.  Forbes  (Cap.  Acct.),  J.  S.  Forbes  (Priv.  Acct.), 
Freight,  Discount  off  Purchases,  Merchandise  Purchases,  Merchandise  Inventory,  Merchandise  Sales, 
Real  Estate,  Insurance,  E.xpense,  Office  Furniture,  Interest  and  Discount,  Salaries,  Loss  and  Gain. 

MEMORANDA  OF  TRANSACTIONS 
Kitchener,  Oct.    1,  1 9 — .     Tlie  firm  of  Kemp  k  Forbes  carry  on  a  Retail  Clothing  Business  at  1 66  King  St. 
The  members  of  the  firm  are  R.  D.  Kemp  and  J.  S.  Forbes.     By  their  agreement  each  is  to  get 
5%  per  annum  interest  on  his  net  capital,  as  shown  in  his  capital  account;  the  net  gain  or  loss  is 
then  to  be  divided  equally.     Neither  partner  is  to  withdraw  more  than  .flOO  a  month.     Their 
present  standing  is  as  follows  : 
Ca.sh  on  hand,  84.50;  Goods  on  hand,  .$18.50  ;  Office  Furniture,  .f350;  Store  and  Lot,  $6000,  against 
which  there  is  a  mortgage  of  .$4000,  bearing  interest  at  4i  %  ;  note  on  hand  against  W.  Newlands, 
No.  12,  dated  Sept.  20,  at  30  da.  for  .$77.20  ;  accounts  receivable:  J.  Leckie,  $25.40  ;  D.  Cameron, 
S44.15;  R.  Mitchell,  $22.65;  Cha.s.  Noxon,  $15.60;  Cash  in  the  bank,  $869.55. 
They  owe  on  a  note.   No.    14,  favour  Barton  &  Manning,   dated  Sept.   15  at  30  da.,  $225.10,   to 
Norton  McDonald  on  account,  $99.20;  Interest  on  Mortgage,  $50.      R.  D.  Kemp's  Net  Capital 
is  $3270.10,  and  J.  S.  Forbes'  Net  Capital  is  $2060.15. 
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You  are  enlaced  as  bookkeeper  at  §60  a  lumitli  and  are  instructed  to  open  a  new  set  of  books  from 
the  above  data.     Make  the  necessarj-  opening  entries,  post  and  take  off  a  Trial  Balance. 

3.  Received  the  following  payments  on  account :  D.  Cameron,  $25  ;  R.  Mitchell,  SI  2.50  ;  C.  Noxon,  $10. 
Received  from  Barton  it  Manning,  invoice  No.  75,  Oct.  1,  ^/j^,  "/313,  .$377.40. 

Sold  W.  Newlands,  1  Beaver  Overcoat,  812.50  ;   1  pr.  Suspenders,  50c.;  2  suits  Underwear  @  $2.25. 
Insured  the  Store  and  Contents  in  the  Dominion  Insurance  Co.  for  $4000  at  f  per  cent.,  and  paid 
the  premium  by  cheque.      (The  last  cheque  was  No.  57.) 

4.  Accepted  Norton  McDonald's  draft  (No.  17)  at  30  da.  from  Sept.  22,  for  the  amount  of  their  bill  of 

that  date,  $99.20. 
Sold  to  H.  E.   Bond,  1   pr.   Mens    Trousers,   $4  ;    1   Boy's    2-piece    Norfolk   Suit,   $5.75  ;    6    Linen 

Collars,  $1. 
Sold  R.  Mitchell,  1  Tweed  Suit,  $10.50  :   2  White  Shirts  @  $1  :    1  suit  Underwear  (?:   $2.25  ;   1   pr. 

Kid  Gloves  (»j  $1.50. 

5.  8.  James  requests  us  to  loan  liim  $300  for  20  da.,  and  we  consent  to  discount  his  note  (No.  13)  for 

that  amount  and  time  at  6%.     We  hand  him  a  cheque  for  the  proceeds. 
Sold  to  John  Leckie,  1  pr.  Suspenders,  50c.;   1  Men's  Neglige  Shirt,  75c.;   1  suit  Underwear,  $2.25. 
Cash  Sales,  .$75.50. 

Paid  for  a  bill  of  Stationery  by  cheque,  $12.50. 
Mr.  Kemp  took  for  his  own  use  1  Rain  Coat,  $12.40  ;   1  suit  Underwear,  SI. 75. 

6.  Sold  to  R.  Beaver,   1   Fall  Overcoat,  $10.50:    1   Boy's  3-piece  Suit,  $4.50.     Received  cash,  $10, 

balance  on  acct. 
Sold  to  Chas.  No.xon,  1  Tweed  Suit,  $10.50  :   1  Boy's  ULster  Overcoat,  $3.25  :  3  prs.  Cuffs  <B  25c. 
Received  cash  on  account  as  follows  :  John  Leckie,  $20  ;  W.  Newlands,  $10. 
R.  Mitchell  returned  the  Tweed  Suit  bought  on  the  4th,  $10.50,  and  took  instead  a  Worsted  Suit 

@  $12.50. 

7.  Sold  to  F.  Ackerman,  1  Single  Breasted  Tweed  Suit,  $10.50  ;   1  Neglige  Shirt,  75c. 

Sold  to  W.  H.   Moir  for  cash — included  in  the  Cash  Sales — 1   pr.   Su.spenders,  50c.;  2  prs.  Socks 

@  35c.;   1  pr.  Gloves  @  $1.50. 
Received  from  Hume  Bros.,  an  invoice  of  Mdse.,  Oct.  6,  ^jj,  "/g^,  $126.60. 

8.  Sold  to  R.  D.  Jenkins,  1   B.   Beaver  Overcoat,   $12.50;  2   White  Shirts  @  $1  ;   1   suit  Underwear 

@  $2.25 ;  1  pr.  Kid  Gloves  @  $1.50. 
Cash  Sales,  $135.10. 

Paid  P.  Ottoman  in  cash,  for  alterations  to  clothing,  .'r3.75. 
The  bank  presents  the  sight  draft  of  D.   Horton  on  Mr.  Forb&s  for  $25.     It  is  paid  by  cheque  and 

charged  to  his  private  account. 
Deposit  all  the  cash  on  hand  but  $100,  exchange  i'/,  on  out-of-town  cheques,  but  not  less  than  10c. 

on  any  cheque. 
Post  up  to  date.     Close  the  Cash  Book,  Purchase  Book,  and  Sales  Book,  and  Post  Totals. 

10.  Sold  to  W.   Newlands,    1    suit,    Worsted,   $12.50;    1    Boy's  3-piece  Suit,   Tweed,   $4.50;   1   White 

Sliirt,  $1;   1  pr.  Kid  Gloves,  $1.50. 
Sold  Jos.  Goldberg,  1  pr.  Men's  Trousers,  $4  ;  1  Boy's  Norfolk  Suit,  .$5.75. 
Remitted  to  Barton  it  Manning  cheque  for  the  amount  of  the  invoice  of  Oct.  1,  less  discount. 

11.  Sold  to  F.  Ackerman,  1  Rain  Coat,  $16.50  ;  3  Ties  @  25c. ;  2  pr.  Socks  @  35c. ;  1  pr.  Kid  Gloves,  $1.50. 
Sold  to  D.  Cameron,  1  Fall  Overcoat  @  $10.50;   1  Fancy  Wiu-sted  Suit  @  $12.50  :   2  suits  Under- 
wear @  $2.25.      Received  cash  $15,  balance  on  account. 

Mr.  Kemp's  insurance  premium  falls  due  to-day,  $21.90.     It  is  paid  for  him  by  cheque 
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12     Sold  to  H.  E.  Bond,  1  Ram  Coat.  SI 6.50  ;   1  Single  Breasted  Suit,  810.50. 
Cash  Sales,  887.60. 
Iteceived  ca.sh  ou  account  from  F.  Ackennan,  .815  :  clieijue  from  H.  E.  Bond,  820. 

13.  Sold  John  Leckie,  1  Vest,  82.95  ;  1  suit,  Worsted,  812.50;  2  prs.  Socks  @  35c. 

Sold  to  C.  Laine  for  cash — iucluded  in   Cash   Sales — 1    Vest,   $2.95 ;  2   Ties  @   50c. ;  1   pr.   R. 

Gloves,  50c. 
Received  from  Norton  McDonald,  an  invoice  <>f  ]Mdse.,  Oct.  10,  '/ju,  "/jq,  $77.20. 
Received  from  Jolm  Leckie,  his  note  at   10  da.   from  to-day  for  the  full   amount  of  his  account 

to  date. 

14.  Sold  to  R.  Mitchell,  1  Boy's  3-piece  Suit,  84.50  :   1  Boy'.s  Overcoat,  $5.25  ;   1  suit  Boy's  Underwear, 

81.50. 

15.  Sold  to  R.  1).  Jenkins,   1  Tweed  Suit  &  810.50;   1  suit  Boy's  Underwear,  81.50  ;   1  Boy's  Overcoat, 

85.75. 

Ca,sh  Sales,  8U0.40. 

Gave  Hume  Bros,  a  cheque  for  the  amount  of  their  invoice  of  the  6th,  less  di.scount. 

Received  from  R.  Mitchell,  his  note  at  30  da.  from  to-day  for  the  balance  of  his  account. 

Paid  P.  Ottoman  in  cash,  for  alterations  to  clothing,  $4.50. 

Paid  freight  bill  for  the  half  month  by  cheque,  $18.75. 

Paid  Bookkeeper's  salary  in  cash.      Credit  partners  with  interest  for  the  half-month. 

Deposit  all  cash  and  cheques  on  hand  but  $100.     Exchange  i%  on  out-of-town  cheques,  but 
not  less  than  10c.     Close  the  Cash  Book,  Purchase  Book,  and  Sales  Book. 

Post  up  to  date.     Post  totals.     Take  oif  a  Trial  Balance.     Close  books.     Eor  Inventories  see  page  3. 

17.  Sold  to  Chas.  Noxon,  1  B.   B.  Overcoat,  812.50:    1    Boy's  Norfolk  Suit,  $5.75  ;    2  Men's  Coloured 

Shirts  («  81.25  ;  3  prs.  Socks  ®  35c. 
Sold  C.  N.  Peters  for  cash — included  in  the  Ca.sh  Sales — 2  prs.  Cuffs  @  25c.  ;  2  suits  Underwear 

@  82.25. 
Received  from  Barton  it  Manning,  an  invoice  of  Mdse.,  Oct.  14,  -'/iq,  "/gg,  $296.20. 
H.  Bond's  cheque  deposited  on  the   loth  is  returned  by  the  bank  dishonoured.      Charge  it  back  to 

Bond's  acct. 

18.  Sold  to  W.  Newlands,  1  pr.  Youth's  Trousers,  .$2.50  ;    6  Linen  Collar.s,  $1  ;  3  prs.   Socks  @  35c. 
Remitted  to  Norton  McDonald,  a  cheque  for  amount  of  their  invoice  of  Oct.  10,  less  discount. 

C.  Noxon  presents  his  bill  torii)10.25  for  repairs  to  counters.      With  his  consent  this  is  credited  to 
his  account.     Paid  our  note  favour  Barton  &  Manning  due  to-day,  by  cheque. 

19.  Sold   to  Joseph   Goldberg,    1   pr.   Suspenders,  50c.  ;    3   Ties   @   25c.  ;    2  prs.   Socks  <s   35c.  ;    1   pr. 

R.  Gloves,  50c. 
Sold  to  F.  Ackerman,  1  Fall  Overcoat  «?  810.50  ;   1  pr.  Trousers,  84. 
Cash  Sales,  899.30. 
Received  from  R.  D.  Jenkins,  cash  $16,  and  his  note  at  30  da.  for  the  balance  of  his  account. 

20.  Sold  to  D.  Cameron,  1  Boy's  Worsted  Suit,  $6.50  ;  1  Boy's  Overcoat,  $5.25  ;  3  prs.  Socks  @  35c.; 

1  pr.  Kid  Gloves,  $1.50. 
Sold  to  C.  Wickett  for  cash — not  included   in  the  Cash  Sales — 1  pr.  Men's  Trousers,  $4  ;  6  Linen 

Collars,  81  ;  2  prs.  Socks  @  35c. 
Received  from  Norton  McDonald,  an  invoice  of  Mdse.,  Oct.  1 7,  ^/j^,  "/g,,,  $93.60. 
Mr.  Kemp's  bill  for  Coal,  $44.50,  is  presented  by  the  City  Coal  Co.    It  is  paid  by  cheque  and  charged 

to  his  private  account. 
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21.  Sold   to   R.   Mitchell,  1   pr.   Suspenders,   50c.  ;   1    Neglige  Shirt,    75c.  ;  6   Linen  Collars,   $1  ;  1   pr. 

Socks,  35c. 
Barton  &  Manning  have  agreed  to  allow  us  a  i-ebate  of  20%  on  6  suits  belonging  to  their  invoice  of 
the   14th,  which  were  of  inferior  grade.     The  invoice  price  was  $8.90  each.     We  send  them  a 
cheque  for  the  balance  of  the  invoice,  less  discount. 

22.  Sold  to  Chas.  Noxon,  1  pr.  Men's  Trousers,  S4  ;   1  pr.  Youth's  Trousers,  .$2.50  ;  1  Rain  Coat,  .$16.50; 

1  pr.  R.  Gloves,  50c. 
Cash  Sales,  $152.60. 

Received  from  Hume  Bros.,  an  invoice  of  Mdse.,  Oct.  21,  7ioi  "Ao'  $86.40. 
Paid  P.  Ottoman  for  alterations  to  clothing,  cash  $3.30. 
Received  cash  on  account  from  F.  Ackerman,  $12.50,  from  H.  E.  Bond,  $30.00,  from  W.  Newlands, 

$16.50. 
Deposit  all  cheques  and  cash  but  $100,  usual  exchange. 
D.  Cameron  leturned  the  Boy's  Suit  bought  on  the  20th  and  we  gave  him  credit.      Post  up  to  date. 

24.  Sold  R.  Beaver,  1  pr.  Youth's  Trousers,  .$2.50  ;   1  pr.  Cuffs  @  25c.  ;  6  Linen  Collars,  $1  ;  4  pr.  Socks 

@  35c.  ;   1  pr.  R.  Gloves,  50c.  W.  Newlands  pays  his  note  due  to-day  by  cheque. 
C.  Winters  presents  a  note  made  by  Mr.  Kemp,  Sept.  21,  at  1  mo.,  for  $29.20,  with  interest  at  6%. 

It  is  paid  by  cheque  and  charged  to  his  personal  acct. 
Sold  to  F.  Ackerman,  1   pr.   Youth's  Trousers,   $2.50  ;    1    Boy's  3-piece  Suit,  $4.50  ;    1   .suit  Boy's 

LTnder wear,  •$  1.50. 
Sold  to  W.  J.  Gibson  for  cash — not  included  in  the  Cash  Sales — 2  White  Shirts  @  $1  ;  4  prs.  Socks 

@  35c.  ;   1  suit  Underwear  @  $2.25  ;  1  pr.  Kid  Gloves,  $1.50. 

25.  Paid  our  acceptance  favour  Norton  McDonald,  due  to-day,  by  cheque. 

Sold  to  Jos.   Goldberg,  1  Worsted  Suit,   $12.50;    1   Boy's   3-piece  Suit,  $6.50;    2   Coloured  Shirts 
@  $1.25  ;   1  suit  Underwear  @  $2.25. 

26.  Sold  to  H.  E.  Bond,  2  Coloured  Shirts  @  11.25  ;  5  prs.  Socks  @  35c.  ;   1  pr.  R.  Gloves,  .50c. 
Cash  Sales,  $93.20. 

Received  from  J.  Leckie,  cash  in  payment  of  his  note  due  to-day. 

Remitted  to  Norton  McDonald,  a  cheque  for  the  amount  of  their  invoice  of  the  17th,  less  discount. 

Received  from  Barton  &  Manning,  an  invoice  of  Mdse.,  Oct.  24,  */j{,,  "/g„,  $324.25. 

27.  Sold  to  W.  Newlands,  3  Ties  @  50c.  ;  2  pr.  Cuffs  @  25c.  ;  1  Neglige  Shirt,  75c. 

Sold  to  D.  Cameron,  3  Ties  @  50c.  ;  2  pr.  Suspenders  @  50c.  ;   1  Neglige  Shirt  @  75c.  ;   1  suit  Boy's 

Underwear  @  $1.50  ;   1  pr.  R.  Gloves  @  50c. 
Received  from  Hume  Bros.,  a  credit  note  for  $5.40  for  goods  returned  from  Inv.  of  Oct.  21. 

28.  Sold  to  F.  Ackerman,  1   Boy's  Overcoat,   $3.25  ;    2   Men's  Coloured  Shirts  @  $1.25  ;   1  suit  Men's 

Underwear  @  $2.25. 
Received  from  Hume  Bros.,  an  invoice  of  Mdse.,  Oct.  27,  "/j,,,  "/.^^,  $99.50. 
S.  James  requests  us  to  renew  our  loan  for  30  da.  at  the  same  rate.     We  consent  to  this,  and  the 

old  note  is  cancelled  and  returned,  and  we  receive  a  new  note  bearing  interest  at  6%  for  the 

amount  of  the  loan. 

29.  Sold  to  John  Leckie,  1  Boy's  Sailor  Suit,  $3.25  ;   1  Boy's  Overcoat,  $5.25. 
Cash  Sales,  $175.50. 

Accepted  Barton  &  Manning's  draft  at  10  da.  from  Oct.  24  for  the  invoice  of  that  date,  less  discount 
Paid  P.  Ottoman  for  alterations  to  clothing,  cash  $4.40. 
Paid  for  advertising  for  the  month  by  cheque,  $33.20. 
Deposit  all  cheques  and  cash  but  $100,  usual  exchange. 
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31.    Sold  toChas.  Xoxoii,  1   Boy's  Overcoat,   S3.25;  3  Ties  @  25c;   1   Whifce  Shirt  (s;  SI ;  1   suit  Boy's 

Underwear  @  81.50. 
Cash  Sales,  843.20. 

Gave  Hume  Bros,  a  che^iue  for  Invoice  of  the  21st,  less  discount  and  goods  returned 
Paid  Freight  bill  for  the  half  month  by  cheque,  812.40. 
Paid  Bookkeeper's  salary  in  cash. 
Credit  the  partners  in  their  private  accounts  with  interest  on  capital  for  the  half -month,  and  charge 

to  interest  account. 
Post  up  to  date.      Post   totals.      Close  the  Cash  Book  and  bring  down  balances.     Take  off  a  Trial 

Balance.      Make  out  the  Financial  Statements  and  close  the  books. 

INVENTORIES 


Office  Furnittire 

Interest  due  on  Mortgage. 


$340.00 


20.52. 

4.7.29. 

.86. 


Mdse.  on  hand $2316.15 

Real  Estate 6000.00 

Insurance  unexpired 27.50 

RESULTS 
Net  Cajtital,  $5,509.37.  Net  Gains,  $291.82.  Net   Gain,  % 

Gross  Profits,  $456.43.  Gross  Profits,  %  on  Sales,  32.11.         %  on  Cost  of  Goods  Sold, 

B.Kemp's  Net  Capital,  $3319.73.    J.  S.  Forbes' Net  Capital,  $2189.64.    Bank  Balance, 

THE   USE    OF    DRAFTS 

The  primary  use  of  drafts  is  for  the  collection  of  debts.  They  are  used  mainly  through  the  banks. 
A  merchant  desiring  to  collect  a  debt  draws  a  draft  on  his  debtor  in  accordance  with  the  terms  of  the 
debt,  and  makes  it  payable  either  to  his  own  order  or  to  the  order  of  his  bank,  and  leaves  it  with  the  bank 
for  collection.  If  the  draft  is  drawn  in  his  own  favour  it  must  be  endorsed  to  the  bank  for  collection. 
The  bank  then  forwards  the  draft  to  its  correspondent  bank  in  the  debtor's  place  of  business,  and  in  due 
course  it  is  presented  to  him  for  acceptance,  and  again  for  pajTnent,  or  it  is  presented  for  payment  only. 
The  amount  collected,  less  collection  charges,  is  credited  to  the  first  bank,  which  in  turn  credits  this 
amount,  less  its  charges,  to  the  drawer  of  the  draft. 

Blank  forms  of  drafts  are  sometimes  printed  with  the  stub  in  the  form  of  an  account.  The  stub  is 
then  filled  out  with  the  statement  of  the  account  for  which  the  draft  is  drawn,  and  draft  and  stub  are 
forwarded  through  the  bank  to  the  drawee. 


Toronto.       ?f^^-z^  /    19. rZ- 
D.  CAHERON  &  CO. 

252  Yonge  St. 

STATEMENT 


...r..  a 
._.r..|/i 
i. 


PAfmCULARS 


^^^vcC^  _, 


y- 


bgb-a 


We  bfg  lo  advise  lianng  fa*vd 
draft  at. 

Kindly  honor  and  oblige. 


tx-coen'Tii. 


9f^AuA^,..^^>a7... 


€=-6' ^  *2--»-^'-Z-A-4-^r>-t^ '^ 
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Instead  of  drawing  a  draft,  the  merchant  might  have  enclosed  with  his  statement  of  account  a  note 
to  be  signed  by  the  debtor.  Either  through  oversight  or  intentionally,  the  note  might  not  be  signed  and 
returned,  but  except  for  sufficient  reason,  the  draft  presented  by  the  bank  could  not  be  dishonoured  with- 
out loss  of  credit. 

Drafts  drawn  and  left  with  the  bank  for  collection  may  be  entered  at  once  in  the  books  as  if  they 
had  been  accepted,  or  a  memorandum  may  be  made,  but  no  entry  till  tlie  bank  reports  the  drafts  accepted 
or  collected.  In  any  case  some  record  of  the  drafts  drawn  should  be  kept,  and  in  case  a  draft  which  has 
been  entered  is  dishonoured,  it  should  be  charged  back  to  the  personal  account.  //  a  draft  that  has  been 
accepted  is  dishonoii/red,  it  should  be  charged  back  to  the  jjersonal  account  together  u-ith  any  additional 
expenses  incurred. 

Drafts  may  be  discounted  at  the  bank  instead  of  being  left  for  collection,  provided  arrangements 
have  been  made  for  a  "line  of  discount,"  that  is,  provided  an  understanding  has  been  reached  as  to  the 
amount  of  such  accommodation  to  be  granted  by  the  bank.  Such  drafts  should  be  enteied  in  the  proper 
books  of  account,  and  if  dishonoured  may  be  charged  back  to  the  personal  account.  The  bank  would  then 
be  charged  back  with  the  amount  of  interest  unearned,  that  is,  from  the  time  the  draft  was  charged  back 
to  the  depositor's  account  to  due  date. 

When  the  maker  of  a  note  or  the  acceptor  of  a  draft  is  unable  to  pay  tlie  bill  when  due,  an  extension 
of  time  may  be  requested ;  but  it  is  usual  in  such  cases  to  renew  the  bill,  that  is,  to  give  a  new  bill  in 
place  of  the  old  one. 

In  renewing  notes  or  drafts  four  difierent  ways  of  dealing  with  tlie  interest  and  charges  may  be 
noted,  any  of  which  may  be  put  through  the  personal  account. 

(a)  The  new  bill  may  be  for  the  same  amount  as  the  old  one,  all  charges  being  paid  in  cash. 

(b)  The  new  bill  may  be  for  the  same  amount  as  the  old  one,  but  may  bear  interest  at  a  given  rate 
per  cent. 

(c)  The  new  bill  may  be  given  for  the  amount  of  the  old,  plus  tlie  interest  for  the  given  tifne  and 
rate. 

(d)  The  new  bill  may  be  drawn  for  such  an  amount  that  if  discounted  at  the  bank  on  the  day  on 
which  it  was  drawn,  the  proceeds  would  be  equal  to  the  amount  of  the  old  bill. 


1.    F.   Hall's  note  in  my    favour  for  $4:00  is  due   to-day.      He    cannot  paj^  it,  and    I  agree  to  a 
I'enewal  for  one  month.      He  pays  the  interest  on  the  renewal  in  cash  $1.75. 

My  entries  using  the  personal  account : 

1.    F.  Hall Jf.01.75 

Bills  Receivable JfOO.OO 

Interest 1.75 

B.  R.i  and  interest  cliarged  to  Acct. 


'.    Cash 1.75 

Bills  Receivable 400.00 

F.  Hall 4.01-75 

Cash  and  B.  R.._,  on  Acct. 

2.    My  note  for  $220  favour  D.  Wilson  falls  due  to-day,  and  I  pay  cash  $100  and  arrange  for  a 
renewal  of  the  balance  for  one  month,  the  new  note  to  bear  interest  at  6%. 


My  entries  using  the  personal  account : 

1.    Bills  Payable 220.00 

D.    Wilson 220.00 

B.  R.  I  credit  to  his  Acci. 


D.  Wilson 220.00 

Cash 100.00 

Bills  Payable 120.00 

Cash  and  B.  P..,  on  Acct. 
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3.  A.  Green's  note  in  my  favour  falls  due  to-day,  S300.  It  is  under  discount  at  the  bank.  He 
cannot  pay  it  and  he  has  asked  me  to  retire  it  and  draw  ou  liiiu  at  30  days  for  the  amount,  and  include 
interest  on  the  renewal  $2.50.     I  pay  the  note  by  cheque  and  draw  as  requested. 

My  entries  using  the  personal  account : 


302.30 


B.  R.o  on  Acct. 


1.    A.  Green 302.50 

Bank 300.00 

Interest  and  Discount .  .  2.50 

B.  P-i  charged  to  his  Acct.,  also 
interest  on  renewal. 

4.    My  note  favour  R.  Fisher  for  8292  falls  due  to-day,   and  I  have  arranged  for  a  renewal  for 
30  davs  at  a  discount  of  7%. 

My  entries  using  the  personal  account : 


2.    Bills  Jieceivable    302.50 

A.  Green      


293.86 


2.    E.  Fisher 293.86 

Bills  Payable 


B.  P..,  on  Acct. 


1.    Bills  Payable 292.00 

Interest  and  Discount 1.86 

R.  Fisher 

B.  P.i  and  Discount  on  renewal 
Credited  to  Acct. 

5.  John  Leckie  owes  me  on  account  $60.  His  acceptance,  $150,  falls  due  to-mornnv.  At  his 
request  I  retire  his  acceptance,  which  is  under  discount  at  the  bank,  and  draw  on  him  at  30  days  for 
the  amount,  adding  the  balance  of  his  account  and  interest  82.25. 

!My  entries  using  the  personal  account  : 

1.    J.  Leckie 152.23 

Bank 150.00 


2.2.-> 


Bills  Receivable 212.25 


J.  Leckie 


212.25 


B.  R.,  on  Acct. 


Interest  and  Discount .  . 
Retired   his  Acct.    Xo.  1,  and 
charged  him  interest  on  renewal. 

6.    Oct.  5.     Drew  on  R.  Telfer  for  8365  at  30  days,  and  discounted  the  draft  at  the  bank  at  6%. 
Oct.  12.     The  bank  returns  ray  draft  of  the  5tli  on  R.  Telfer  dishonoured.      It  is  charged  beck  to 
my  account,  together  with  protest  fee  81.50. 


Bills  Receivable 363.00 

R.   Tdfer 365.00 

Drew  on  R.  Telfer  at  30  da.  on  Acct. 

Bank     363.02 

Interest  and  Discount 1.98 

Bills  ReceivaL,'' 363.00 

Discouiitefl  above  draft  ;it  the  bank. 


3.    R.  Telfer 366.50 

Interest  and  Discount .  . 
Bank 

Draft    on     R.    Telfer,    Oct.    5. 
returned  dishonoured. 


1.56 
364.94 


DEMAND,  SIGHT,  AND  TIME  DRAFTS 

Dkm.\nd  Drafts.  —  ^\  lien  a  demand  draft  is  drawn  tm  a  customer,  since  it  is  paj'able  when  presented, 
it  should  be  treated  as  a  cheque  and  entered:  Cash  Dr.,/Cui?tomer  Cr.,  or  if  it  is  to  be  collected  through 
the  bank  and  there  is  a  charge  for  coUection:  Bank  Dr.,  Expense  Dr.,/Customer  Cr. 

If  the  draft  is  not  honoured  it  should  be  charged  back  to  the  Customer's  account  and  entered:  Customer 
Dr.,,  Bank  or  Cash  Cr. 

When  a  demand  draft  is  presented  it  will  be  paid  or  accepted,  the  acceptance  operating  as  an  instruc- 
tion to  the  bank  to  pay  it  out  of  the  acceptor's  account,  and  it  should  be  entered:  Creditor  Dr., /Bank  Cr. 
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Sight  Drafts. — Legally  three  days  of  grace  are  allowed  on  sight  drafts,  but  they  are  not  always  taken. 
To  all  who  do  take  advantage  of  this  option,  sight  drafts  are,  in  effect,  time  drafts  and  should  be 
entered  through  the  Bill  Book  as  such. 

Sight  drafts  drawn  on  customers  are  usually  collected  through  the  banks  and  may  be  entered: 
(a)     When  drawn  and  deposited  in  the  bank:  Bank  Dr.,  Expense  Dr.,/Customer  Cr.,  or  if  discounted 
at  the  bank,  taking  an  estimated  time, — 10  days — Bank  Dr.,  Interest  and  discount  Dr.,  Expense  Dr.,/ 
Customei'  Cr. 

(6)   When  drawn  and  left  for  collection  they  mav  be  dealt  with  either  : 

i.   Make  a  memorandum  only  and  wait  till  the  bank  reports  collection,  then  enter:  Bank  Dr.,/ 

Expense  Dr., /Customer  Cr. 
ii.  Prepare,  on  forms  supplied  by  the  bank,  a  dupUcate  list  of  the  bills  left  for  collection,  one 
copy  to  be  handed  to  the  bank  with  the  drafts,  the  other  to  be  held  as  a  memorandum.     As 
the  bank  collects  the  drafts  it  will  either: 

a.  Merely  enter  the  proceeds  on  the  pass  book  wlien  presented,  or 

b.  Present  a  .statement  showing  the  bills  as  collected  with  charges  and  proceeds  credited.      From 
these  sources,  the  pass  book  and  the  statement  entry  may  be  made  in  the  cash  book. 

Time  Drafts. — Time  drafts  should  be  entered  through  the  Bill  Book.  They  are  usually  collected 
through  the  bank,  and  when  left  for  collection  entry  should  be  made  either: 

(a)  When  left  for  collection  a  pencil  memorandum  in  the  Bill  Book  under  "when  and  how  disposed  of." 
When  the  bank  enters  the  proceeds  in  the  Pass  Book,  thus  reporting  collection,  the  final  entry  should  be 
made  in  the  Bill  Book,  and  the  entry  should  be  made  in  the  Cash  Book  :  Bank  Dr.,  Expense  Dr.,/Bills 
Received  Cr. 

(6)  When  left  for  collection  a  duplicate  Ust  should  be  made  as  for  sight  drafts.  When  the  bank 
hands  back  a  statement  of  collection,  entry  should  be  made  in  Bill  Book  and  Cash  Book. 

Note. — It  is  good  practice  to  put  all  drafts  drawn  and  discounted  througli  the  Bill  Book.  In  this  way  a  record  is 
kept  of  all  bills  on  which  we  have  liabilitj'  as  endorsers. 

EXERCISE  ON  DRAFTS.  USE  CURRENT  DATES 

1.  K.  Warden,  Stratford,  owe';  F.  Taylor,  Toronto,  for  a  bill  of  goods,  $127.50,  due  in  30  da. 
Taylor  draws  on  him  at  30  da.  after  date  in  favour  of  his  bank  (Bank  of  Commerce,  Toronto),  and  leaves 
the  draft  with  the  bank  for  collection. 

(a)     Draw  the  draft  as  it  will  appear  after  the  bank  has  had  it  accepted. 

(6)     Make  Taylor's  entry  when  he  draws  the  draft. 

(c)  "  "  "  "       the  bank  reports  the  draft  collected,  exchange  :|-%. 

2.  Trace  the  draft  in  No.  I  step  by  step  till  it  has  been  paid. 

3.  H.  Stephens,  Toronto,  owes  R.  Telfer,  Guelph,  $177.50,  and  Telfer  owes  T.  Stamford,  Toronto, 
$200.  Telfer  draws  on  Stephens  in  his  own  favour  for  the  amount  of  his  account,  and  sends  the  draft 
together  with  a  cheque  on  the  Imperial  Bank  for  the  balance  of  his  account,  to  Stamford,  who  places 
both  in  the  bank  for  collection. 

(a)     Write  the  cheque  and  the  draft  for  Telfer.      Place  the  necessary  endorsements  on  them. 
(6)     Give  each  man's  entries.     Exchange  20c. 

4.  W.  Muirhead,  Peterboro,  owes  J.  Robert.son,  Toronto,  $377.60.  Robertson  draws  on  him  in  his 
own  favour  at  30  da.  from  date,  for  the  amount  of  the  account,  and  discounts  the  draft  at  the  bank  on 
the  same  day  at  7%. 
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(a)     Write  the  draft  as  it  appears  when  handed  to  the  bank. 

(6)     Give  Robertson's  entries  for  the  transaction. 
M    5.     W.  M.  Neil,  St.  Catharines,  owes  S.  Patterson,  Hamilton,  for  a  bill  of  goods,  S460,  terms  30  da. 
or  3  per  cent  in  10  days.     He  requests  Patterson  to  deduct  the  discount,  and  draw  at  sight  for  the  net 
amount  of  the  bill. 

(a)     Draw  the  draft  for  Patterson,  making  it  in  favour  of  tlie  Standard  Bank. 

(6)    Patterson  leaves  the  draft  at  the  bank  for  collection.     Give  his  entry. 

6.  S.  H.  Ewing,  Brantford,  buys  from  the  M.  R.  Mitchell  Co.,  Torontxj,  a  bUl  of  goods  amounting  to 
S750,  terms  ^/j^,  "/^.  Ewing  requests  them  to  draw  on  him  at  sight  for  lialf  the  amount  of  the  bill,  less 
discount,  which  they  do,  making  the  draft  in  favour  of  the  Dominion  Bank,  and  leaving  it  at  the  bank 
for  collection. 

(a)     Draw  the  draft  as  it  appears  when  lianded  to  the  bank. 

(6)  The  bank  reports  3  days  later  that  the  draft  has  been  collected,  exchange  |%.  Give  each  man's 
Journal  entry. 

7.  T.  R.  Sims,  Gait,  draws  on  W.  C.  CrawfonI,  Toronto,  at  30  days  after  date  for  $217.20,  mak- 
ing the  draft  in  his  own  favour.  He  at  once  endorses  it  in  full,  and  remits  it  to  R.  S.  Campbell,  Toronto, 
on  account.     Campbell  receives  the  draft,  and  5  days  after  the  date  of  it,  discounts  it  at  the  bank  at  8^ . 

(a)  Write  the  draft  as  it  appears  when  handed  to  the  bank. 

(b)  Give  Crawford's  entry  and  Campbell's. 

8.  W.  J.  Hughes,  Chatham,  draws  on  R.  W.  Cuthbert,  London,  in  his  own  favour  at  60  da.  after 
sight  for  S399.40.  He  endorses  the  draft  in  full,  and  remits  it  to  T.  Scott  ife  Co.,  London,  to  apply  on 
account.  Scott  has  the  draft  accepted  4  days  after  it  is  drawn,  and  immediately  discounts  it  at  his  bank 
at  7%,  proceeds  credited. 

(a)     Write  the  draft  as  it  appears  when  handed  to  the  bank. 
(6)     Give  Cuthbert's  and  Scott's  entries. 

9.  On  Nov.  30  you  render  statements  of  account  as  follows:  T.  Marsh,  $221.50;  J.  Morrison, 
8169.20;  R.  Campbell,  8335.60.  You  draw  at  3  days'  sight  on  each  of  them  in  your  own  favour,  and 
leave  the  drafts  with  the  Dominion  Bank  for  collection.  Six  days  later  they  report  haWn"  made  the 
collection,  exchange  ^'/',  proceeds  credited. 

(a)     Draw  the  first  draft  as  it  appears  when  paid. 

(6)     Make  the  entry  when  the  drafts  have  been  collected. 

10.  Geo.  Keith's  note  in  my  favour  for  8275  falls  due  to-day.  He  cannot  pay  it,  and  he  asks  to 
have  it  renewed  for  30  days,  agreeing  to  pay  interest  at  6  per  cent. 

(a)     Write  the  note  given  in  renewal  so  that  it  would  bear  interest  at  6%  till  paid. 
(6)     Make  my  Journal  entry. 

11.  S.  Meakins  holds  my  note  for  8199.60  in  his  favour,  due  to-day.  I  am  unable  to  pay,  and  I 
ask  to  have  it  renewed  for  one  month,  the  new  note  to  cover  the  old  one  and  interest  at  7%  for  the  time 
of  renewal. 

(o)     Write  the  new  note. 
(6)     Make  my  Journal  entry. 

12.  F.  W.  Fearman  holds  a  note  for  8216.30,  made  by  S.  Proctor  in  Fearman's  favour,  and  due  to- 
day. Proctor  asks  to  have  the  note  renewed  for  2  months,  the  new  note  to  cover  the  amount  of  the  old 
one  and  discount  at  6%  on  the  new  note. 

(o)     Write  the  new  note. 

(6)     Make  each  man's  Journal  entry. 
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THE    BILL    BOOK   AS   A    PRINCIPAL   BOOK 

When  the  Bill  Book  is  used  as  a  principal  book,  it  is  not  necessan-  to  keep  an  account  in  the  Ledger 
for  Bills  Receivable  or  Bills  Payable.  These  accounts  may,  however,  be  kept  and  the  totals  of  the  Bill 
Book  posted  to  them,— from  Bills  Receivable  Book  to  the  debit  side  of  Bills  Receivable  account,  and 
from  Bills  Pavable  Book  to  the  credit  side  of  Bills  Payable  account.  Special  columns  may  then  be 
kept  in  the  Cash  Book,  on  the  debit  side  for  Bills  Receivable,  and  on  the  credit  side  for  Bills  Payable; 
and  the  totals  of  these  columns  should  be  posted  to  the  credit  side  of  the  Bills  Receivable  account  and 
the  debit  side  of  Bills  Payable  account  respectively.     See  illustrations  pages  46,  47. 

In  the  case  of  renewal  of  notes  where  the  new  note  covers  the  old  note  and  interest,  an  entry  would 
have  to  be  made  in  the  Journal  for  the  interest ;  thus.  Bills  Receivable  would  be  made  Debit ;  Int.  and 
Disc.  Credit  for  the  amount  of  the  interest,  and  the  Bills  Receivable  side  of  the  entry  would  be  checked 
with  the  letter  "B"  to  prevent  double  posting. 

EXERCISE   ON   BILL   BOOK   AS   A   PRINCIPAL   BOOK 

Rule  a  Cash  Book  with  special  columns  on  the  debit  side  for  Bank  Dr.,  Gen.  Led.,  B.  Rec.  and  Int. 
and  Disc.  Dr.  and  Cr.,  and  on  the  credit  side  for  Banli  Cr.,  Gen.  Led.,  B.  Pay.,  and  Int.  and  Disc.  Dr. 
and  Cr.;  also  rule  a  Bill  Book  as  on  pages  46,  47,  but  omitting  the  Accounts  Receivable  column,  and 
enter  the  following  tiansactions  : 

Feb.  1.     P.  W.   Miller  begins  business  \vith  cash  on    hand,  $360  ;  on    deposit  in    the   Imperial  Bank, 
S2960  ;  a  note  for  .§260  made  Jan.  10,  at  .30  da.,  by  L.  Moir,  in  Miller's  favour  ;  an  accepted  draft 
for  $320  drawn  on  C.  Smith,  Jan.  5,  at  1  mo.,  by  L.  Johnston  in  hLs  own  favour  and  endorsed 
to  P.  W.  Miller  ;  a  note  made  by  P.  W.  Miller,  Jan.  1 5,  at  1  mo.,  for  .$185,  in  favour  of  C.  Hooper  ; 
(  a  draft  drawn  by  F.  Sinclair  in  his  own  favoui',  Jan.  2.5,  at  1.5  da.  sight^for  8275,  and  accepted 
by  P.  W.  Miller,  Jan.  28. ) 
2.     Drew  the  following  drafts  on  acct.  :    On  H.   Hall  for  $160,   at  30  da.,  payable    at    the     Imperial 
Bank  ;  on  F.  Lorne,  for  $77.50,  at  60  da.,  and  on  G.  Sherman  for  $66.30  at  10  da.      Accepted 
the  following  drafts  on  acct.  :\by  G.  Gray,  in  his  own  favour,  for  $126.10,  at  30  days'  sight, 
by  R.  Jones,  favour  S.  Small,  for  $210 'at  30  da.  from  Feb.  1. 
Discounted  for  S.  White  his  draft  for  .$328.50,  at  30  da.  from  Jan.   20,   drawn  on  K.   Reid  in  his 
own  favour  and  endorsed  to  P.  W.  Miller.     Rate  of  discount  6%.     Proceeds  paid  b\-  cheque. 
8.    C.  Smith  is  unable  to  pay  his  acceptance  due  to-day,  and  we  arrange  to  renew  it  for  him  foi'  30  da. 
He  accepts  our  draft  for  .$320  at  30  da.  from  to-day,  and  pays  the  interest  on  it  at  6%  in  cash. 
Discounted  at  the  bank  at  7%  the  draft  drawn  on  H.  Hall  on  the  2nd.      Proceeds  deposited. 
12.    Drew  the  following  drafts  on  acct.  :    on  G.  Sherman  for  $73.10,  at  10  cla.  :    on  F.  L<jrne  for  $82.30, 
at  30  da.  ;  both  payable  at  the  Imperial  Bank. 
Accepted  drafts  as  follows  :  by  G.  Gray,  in  favour  of  P.  Winters,  for  .$135.60,  at  10  da.  from  to-day; 

by  R.  Jones,  in  his  own  favour,  for  -$97.20,  at  20  da.  from  to-day. 
Discounted  at  8  %  J.  Fisher's  note  at  2  mo.  from  Feb.  12,  for  $292.     Proceeds  paid  by  cheque. 
15.     Received  from  G.  Sherman  his  cheque  in  payment  of  his  acceptance  due  to-day. 

My  acceptance  favour  F.  Sinclair  falls  due  to-day  and  I  have  arranged  to  renew  it.     I  give  him   my 
note  at  1  mo.  f(«'  $275  and  pay  the  interest  at  6%  on  the  I'enewal  in  cash. 
18.    Paid  my  note  favour  C.  Hooper  due  to-day,  by  cheque. 

Sold  to  D.  James,  a  town  lot  for  $325,  and  received  his  note  at  1  mo.  in  full  payment. 
22.    Received  from  K.  Reid,  his  cheque  to  cover  his  acceptance  due  to-dav. 
Accepted  R.  Webster's  draft  for  $88.20  at  30  da.  in  his  own  favour. 
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25.    Remitted  to  P.  Winters,  my  cheque  in  payment  of  ni_v  acceptance  due  to-day. 
Received  from  G.  Sherman,  his  cheque  in  payment  of  his  acceptance  due  to-day. 
Discounted  at  tlie  bank  at  6%  C.  Smith's  acceptance  of  the  8th,  for  S320.     Proceeds  ci-edited. 
28.    Prepaid  by  cheque  my  acceptances  due  Mar.  6,  S210.  anfl  Mar.  7,  S97.20.     Rate  of  discount  6%. 

Post  from  both  books  and  take  off  a  Trial   Balance.      Close   the   Cash   Book   and   bi'ing  down  the 
balances. 

C.  0.  D.    SALES 

Goods  are  .sometimes  sold  to  be  paid  for  at  the  time  of  delivery.  The  simplest  instance  of  this  is 
where  the  driver  of  the  delivery  wagon  collects  the  money  when  he  delivers  the  goods,  and  hands  it  in  to 
the  office  upon  his  return. 

AVhen  goods  are  sold  to  be  delivered  at  outside  points,  they  may  be  sent  either  by  express  or  by 
freight.  If  sent  bv  express  the  companies  will,  thi'ough  their  agent,  collect  the  price  of  the  goods  upon 
delivery,  and  return  the  amount  to  the  shipper,  charging  a  commission  as  the  banks  do  for  such  collection. 

If  the  goods  are  sent  bv  freight,  the  collection  is  made  in  a  slightly  different  manner.  The  invoice 
is  sent  to  the  purchaser  in  the  usual  way,  but  the  shipping  receipt  or  bill  of  lading  does  not  accompany 
it.  The  shipping  receipt  is  made  out  to  the  order  of  the  bank,  a  sight  or  demand  draft  is  drawn  for  the 
amount  of  the  invoice,  and  this  also  is  made  out  to  the  order  of  the  bank.  The  draft  is  attached  to 
the  shipping  receipt,  and  handed  over  to  the  bank  for  collection.  The  bank  then  endorses  both 
documents,  and  forwards  them  to  its  correspondent  in  the  purchaser's  place  of  business.  Upon  receipt  of 
the  papers  this  bank  sends  notice  to  the  purchaser,  who  comes  to  the  bank,  pays  the  sight  draft,  and  re- 
ceives the  shipping  receipt  which  gives  him  access  to  the  goods.  "Without  the  receipt  the  company  will 
not  deliver  the  goods,  consequently  they  must  be  paid  for  before  they  will  be  handed  over  to  the  purchaser. 

Sales  mafle  in  this  way  may  lie  regarded  as  cash  sales,  and  entered  either  with  the  cash  sales  for  the 
day  or  in  a  separate  entry,  the  entry  being  for  those  sales  only  for  which  the  returns  have  been  received. 

Especially  if  some  time  elapses  between  the  shipment  of  the  goods  and  the  receipt  of  the  returns,  it 
becomes  ^•e^y  important  that  a  reliable  record  of  such  shipments  should  be  kept.  A  convenient  way  of 
doing  this  is  to  open  a  "C.  O.  D."  account  in  the  Customers'  Ledger,  and  enter  all  such  sales  at  the  time 
of  shipment,  crediting  for  the  payment  when  the  returns  are  received.  For  this  purpose  the  usual  Ledger 
ruling  is  more  convenient,  for  then  the  name  is  entered  in  the  explanation  column  on  the  debit  side, 
•the  cretlit  entry  is  made  directly  opposite,  and  the  account  shows  on  the  face  of  it  which  bills  have  been 
paid.  The  ruling  of  the  Customers'  Ledger  may  be  used,  but  the  bills  should  then  be  checked  out  as 
paid,  since  the  credit  entry  would  not  be  directly  opposite  the  debit  entry  for  the  same  sale. 

NMiere  there  is  a  cash  discount  to  be  alio  wed,  it  should  be  deducted  on  the  invoice,  and  the  entry 

made  and  the  draft  di-awn  for  the  net  au)ount;  or  the  entry  may  be  made  for  the  full  amount,  and  a  cash 

book  entry  made  at  once  for  the  discount,  the  net  amount  being  entered  through  the  Cash  book  when  the 

returns  are  received.     In  any  case,  the  discount  should  be  deducted  on  the  invoice,  and  the  draft  drawn 

for  the  net  amount. 

Note. — The  shipping  receipt  aud  the  draft  are  sometimes  made  out  to  the  order  of  the  ship[jei'.  In  this  Ciise  they 
must  be  endorsed  to  the  order  of  the  bank  before  being  handed  over. 

EXERCISE 

1.  Toronto,  Nov.  2,  19 — .  Sold  to  J.  D.  Simpson,  Collingwood,  C'.O.D.,  a  bill  of  goods  amounting  to 
$77^0.  Drew  on  him  at  sight  in  my  own  favour,  attached  the  draft  to  the  bill  of  lading,  endorsed  both 
the  draft  and  the  bill  of  lading  to  the  Imperial  Bank,  and  left  them  with  the  bank  for  collection.  The 
Imperial  Bank  collects  the  draft  through  the  Bank  of  Toronto  at  Collingwood,  each  bank  charging  10 
cents  exchange.     On  Nov.  9,  the  Imperial  Bank  reports  the  draft  collected  and  credited,  less  exchange. 
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(a)  Write  the  draft  as  it  appears  when  handed  to  J.  D.  Simpson  at  Collingwood. 

(6)  Make  my  Journal  entries. 

2.  Toronto,  Nov.  5,  19—  Sold  to  R.  MUler,  Kingston,  C.  O.  D.,  less  3%,  Mdse.  $127.40.  Drew 
on  him  at  sight  in  favour  of  the  Bank  of  Nova  Scotia,  attached  the  draft  to  the  bUl  of  lading  which  I  en- 
dorse to  the  bank,  and  left  with  the  bank  for  collection.  The  Bank  of  Nova  Scotia  collects  the  draft 
through  the  Bank  of  Montreal  at  Kingston,  each  bank  charging  1 5  cents  exchange.  On  Nov.  1 2  the 
bank  reports  the  draft  collected  and  credited,  less  exchange. 

(a)   Write  the  draft  as  it  appears  when  handed  to  R.  Miller  at  Kingston. 

(6)   Make  my  Journal  entries. 

MONTHLY    TRIAL   BALANCE 

In  order  to  keep  the  books  in  balance,  and  avoid  a  tedious  delay  while  the  work  of  a  long  period  is 
being  searched  for  some  error,  it  is  found  advisable  to  take  a  Trial  Balance  once  a  month.  Books  are 
prepared  for  the  purpose,  having  columns  for  thirteen  trial  balances,  so  that  the  names  need  be  written 
but  once  during  the  year.  The  last  column  is  intended  for  use  after  the  books  have  been  closed,  and 
before  any  of  the  work  of  the  new  year  has  been  entered.  In  large  houses  separate  ledgers  are  kept  for 
the  personal  accounts,  and  adding  machines  are  used  to  obtain  the  totals  of  the  balances  of  these  accounts, 
and  these  totals  are  then  entered  in  the  trial  balance  as  "  Accounts  Receivable  "  and  "  Accounts  Payable." 

FORM   OF    MONTHLY    TRLAL   BALANCE 

MONTHLY   TRIAL   BALANCE,   JANUARY   TO   MARCH,    19— 


Lkdgkk  Accounts 


Cash     ■ 
Bills  Receivable 
Accounts  Receivable 
Mdse.  Purchases  - 
"      Sales  - 
' '      Inventory    - 
In-freight 
Discount  off  Purchases 

"         "  Sales  - 
Bent 

Insurance 
General  Expense    - 
Bills  Payable 
Accounts  Payable - 
J.  Frost  (Cap.  Acct.)  ■ 

February 

Office  Furniture     - 
Interest  and  Discount    ■ 


172B 
1300 
B650 
7500 

4000 
75 

S7 
90 


850 
1170 
4500 


Dr. 


1101 

mo 

1940 

8460 

IHO 

4800 

9B 

7S 

410 


40 


11120 
86 


1630 
980 


40 


644 
1360 
1870 
7960 

£10 


42 
10120 


1310 
1460 
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ACCOUNTS  RECEIVABLE  AND  ACCOUNTS  PAYABLE  ACCOUNTS  IN  THE  GENERAL 
LEDGER— SELF-BALANCING  LEDGERS 

In  Set  II  the  balance  of  the  Sales  Ledger  was  entered  in  the  trial  balance  as  Accounts  Receivable, 
and  in  the  same  way  the  balance  of  the  Purchase  Ledger  was  entered  as  Accounts  Payable,  and  in  this 
way  the  balance  of  the  three  ledgers  was  tested  in  the  general  trial  balance.  These  balances  might  have 
been  entered  in  Accounts  in  the  General  Ledgei'  just  as  the  cash  totals  were,  and  the  General  Ledger 
would  then  have  balanced  independently. 

But  the  Accounts  Receivable  and  Accounts  Payable  accounts  may  be  made  out  without  reference 
to  the  Sales  and  Purchase  Ledgers.  To  do  this,  it  is  only  necessary  to  obtain  in  totals  what  was  posted 
to  these  ledgers  by  items,  namely,  the  charges  and  credits. 

Thus  for  the  Sales  Ledger  the  postings  to  the  debit  side  will  be  the  amount  of  the  charge  sale.s,  and 
this  total  can  be  obtained  from  the  sales  book.  The  postings  to  the  credit  side  will  be  all  payments, 
discounts,  and  rebates  on  customers'  accounts,  and  these  amounts  can  be  obtained  from  the  Cash  Book 
and  the  Rebates  Cretlit  book.  If  no  Rebates  Credit  book  is  kept,  then  the  rebates  would  have  to  be 
posted  by  items  from  the  Joui'nal  ;  and  in  the  same  way,  if  notes  and  acceptances  are  received  on 
customers'  accounts  tiiese  would  have  to  be  posted  by  items,  unless  a  special  colunin  was  provided  in  the 
Bill  Book  for  them. 

Hence  the  Accounts  Receivable  account  in  the  General  Ledger  would  recjuire  the  following  posting  : 

(a)     Credit  Sales  in  total  to  the  Debit  of  Accounts  Receivable  account. 

(6)     Accounts  Receivable,  net,  from  the  Cash  Book  total  to  Credit  of  Accounts  Receivable  account. 

(c)  Cash  Discount  off  Sales  from  Cash  Book  total  to  the  Cr.  side  of  Accounts  Receivable  account. 

(d)  Rebates  oif  Sales  in  total  from  Rebates  Credit  Book  or  by  items  from  the  Journal  to  the  Cr. 
side  of  Accounts  Receivable  account. 

(«)  Notes  received  on  account  in  total  from  the  Bill  Book  or  by  items  from  the  Journal  ur  Bill 
Book,  to  the  Cr.  side  of  Accounts  Receivable  account. 

That  i.s,  whatever  was  put  into  the  Sales  Ledger  must  also  be  posted,  eithoi'  by  items  or  in  totals,  to 
the  General  Ledger,  and  on  the  same  side  as  it  was  entered  in  the  Sales  Ledger.  Where  the  posting  is 
done  by  items,  care  should  be  taken  to  post  to  Accounts  Receivable  account  at  the  same  time  as  the 
entry  is  made  in  the  Sales  Ledger ;  and  where  it  is  done  by  totals,  it  should  be  entered  in  Accounts 
Receivable  at  the  same  time  as  it  is  posted  to  the  other  General  Ledger  account. 

The  posting  for  the  Accounts  Payable  account  would  be  the  same  as  for  Accounts  Receivable,  except 
that  the  amounts  would  all  have  reference  to  Creditors'  accounts  instead  of  to  Customers'  accounts. 
"~>When   "Accounts  Payable"  and    "Accounts  Receivable"  accounts  are  made  out  for  the  General 
^l^dger  in  this  way,  they  are  called  " Qontrolling "  or  "Adjusting"  accounts. 

The  reverse  of  these  accounts  under  the  same  name  in  the  Purchase  and  Sales  Ledgers  would  keep 
these  Ledgers  in  balance  independently.     Such  accounts  are,  however,  seldom  or  never  used. 

Where  posting  to  these  Ledgers  is  done  by  bookkeeping  machine,  a  so-called  control  account  is  kept, 
but  it  is  rather  a  proof  of  posting  than  a  proof  account  compiled  from  a  ditt'erent  source. 

When  items  for  the  control  accounts  caniuit  be  collected  by  special  column,  they  must  be  posted  to 
these  accounts  separately,  and  the  entry  should  be  made  to  indicate  the  double  posting.  Thus  if  on  May 
10,  A.  Brown  ri'turns  from  a  sale  to  him  on  Mij-  2,  goods  worth  SIO,  the  entry  in  the  General  Journal 
■would  appeiir: 

35  Mdse.  Sales 10  or 

1  Accounts  Rec 10  35  Mdse.  Sales 10 

60  A.Brown 10      l        1/60  Accounts  Rec.  (A.  lin.wn)  10 
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BILL  BOOK  AND  CASH  BOOK  WITH  SPECIAL 


When 
Reckivkd 

Payable  at 

BEGrSSTO  RlN 

No 

L.  F. 

ACCOCNT  CR. 

Remarks 

Pater 

Place 

Bank 

Montli 

Year 

1 

Jan. 

., 

J.  1 

r.   W.  Miller 

Inrestment 

L.  Moir 

Dec. 

10 

19— 

9. 

" 

,•? 

77 

H.  Hall 

On  acct. 

H.  Hall 

Kingston 

B.  o/M. 

Jan. 

3 

19— 

,? 

" 

?.-? 

J 

B.  Receivable 

Renewal  Xo.  J 

L.  Moir 

" 

12 

19— 

4 

•  ' 

u 

1!) 

P.  FiAer 

On  acct. 

P.  Fisher 

Peterhoro 

B.  of  C. 

" 

11 

19— 

* 

15 

1 

J 

Bills  Rec. 
Accts.  Rec. 
Sundry  Accts. 

Dr. 
Cr. 
Cr. 

922.30 

402.30 
520. 

No. 

When  G 

ven 

L.  F. 

Account  Dr. 

liK.llAKKS 

Payee 

1 

Payable  at 

Begins  TO  Run 

Place 

Bank 

Month 

Year 

1 
S 
3 

Jan. 

5 

9 

15 

J.  1 
13 
17 
3 

v/ 

4 

P,   W.  Miller 
R.  Gray 
F.  Jones 
Accounts  Pay. 
Sundry  Acd-^. 
Bills  Pay. 

Dr. 
Dr. 
Or. 

Investment 
On  acct. 

223.70 
1S5. 

40S.70 

C.  Hooper 
R.  Gray 
F.  Jones 

Toronto 

Dom. 

Dec. 
Jan. 

15 
5 

9 

19— 
19— 
19— 

Date 

L. 
F. 

'■J 

Accounts  Cr. 

Explanation 

Cash 
Dr. 

Bank 
Dr. 

Sundries 

Gen.Led. 

Cr. 

Acct. 
Rec. 
Cr. 

Disc,  off 

Sales 
Dr. 

B.  Recle 
Cr. 

Int.  and 
Disc. 
Dr. 

1 
Int.  and 
Disc. 
Cr. 

May 

1 

1 
2 
S 
2 
S 
2 
2 

J.  Mason 
F.  Willard 
R.  Holmes 

Accts.  Rec'le 
Bills  Rec'le 
Int.  and  Disc. 
Disc,  off  Pur. 
Int.  and  Disc. 

On  hand 
07i  deposit 
On  account 

B.R.j,B. Brown 
B.R.^.  R.Davis 
Deposit 

Per  contra 

220 

310 
161 
1S7 
79 
1?2 

lOSl 

00 

40 
70 
20 

SO 
10 

10 

4.S6O 
9S0 

03 
03 

03 

220 
4360 

50 
50 
OS 
50 

55 

320 
165 
195 

6S0 

— 

9 
S 

7 

60 
30 
80 

70 

77 
125 

50 
50 

2 

30 
20 

1 

50 

" 

5340 
5S40 

45S0 

680 

202 

1 

35 

4 

5503 

20 

202 

2 

1 

50 

lOSl 
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RECEIVABLE 


Time  to 
Rrs 


soda. 

1  mo. 

SO  da. 

soda. 


la- 
id— 

la- 
id— 


i  i 


Rate 

Amt.  of 
Bill, 

1  Accounts 
Receivable 

Disposed  of 

/. 

AVhen 

How 

5 

360 

320 

260 

82 

SO 

320 
82 

SO 

Jfxn. 

12 

Rtnewed  Xo.  3 

922 

SO 

402 

30 

Wn 

F,\- 

Dle 

TiMK.  TO 

Kl-n 

Tear 

17 

:L 

s 

- 

•° 

_^ 

< 

£. 

C 

> 

1 

SOda. 

19— 

5  da. 

19— 

13 

1  mo. 

19— 

12 

ISo  I 
126     50 
97     20 


4U8 


Cheque 


7" 

Ck. 
No. 

Cash 
Cr. 

Bnnk 
Cr. 

Sundries 

Accts. 

Disc. 

Bills 

General 

Int.  and 

Date 

F. 

Accounts  Dr. 

Explanation 

Gen.  Led. 
Dr. 

Payable 

off 
Purch. 

Payable 

Expense 

Disc. 
Cr. 

;- 

Cr. 

May  i 

R.  Taylor 

Bill  Apr.  30 

1 

259 

SO 

270 

10 

SO 

"     i 

P.  Walker 

"       "      26 

2 

448 

80 

467 

50 

18 

70 

"     i 

D.  Gardner 

"      "      29 

3 

271 

95 

277 

50 

S 

03 

'  ,/ 

B.P.jjr.Crane 

4 

258 

262 

50 

4 

30 

•'     i 

'  ,/ 

Ins.  Prem. 

5 

37 

50 

S7\50 

'v' 

Deposit 

981 

10 

107 

Wages 

Pay  Roll  to  date 

6 

lOU 

100 

J.  Stewart 

Private  acct. 

7 

200 

200 

fv 

Postage 

5 

5  00 

986 

10 

1575 

45 

300 

1015 

00 

S5 

06 

262 

50 

43 

57 

4 

50 

r 

Acctg.  Payable 
BUh  Payable 
Gen.  Expense 
Due.  off  Sales 
Int.  and  Disc. 

Per  contra 

1015 

262 

43 

20 

2 

50 
20 

986 

10 

1575 

43 

1643 

97 

*May  . 

? 

Balance 

On  hand 

95 

95 

♦    "     . 

J 

" 

"  deposit 

3764.58 

3764  58 

1081 

lo'^ssv^s 

5503\=i5 

_ 
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ACCOCXT.^  RECEH 

WBLE 

'-'■■ 

19— 

1  "'''" 

Nov. 

1 

J. 

741 

M 

..Vol-. 

15 

B. 

658 

5S 

" 

■i 

. 

.^. 

6^1 

85 

" 

15 

. 

C. 

376 

05 

" 

12 

S. 

6JS 

*  (( 

15 

Balance 

L. 

1354 

45 

'< 

u 

J. 

98 

73 

" 

15 

S. 

289 

25 

3389 

B3S9 

02 

03 

Nov. 

15 

Balance 

L. 

1354 

45 

ACCOUNTS  PAYABLE 


19— 

19— 

Nov. 

4 

J. 

,i 

51 

Nov. 

1 

J. 

313 

80 

" 

5 

J. 

8 

'.1.1 

" 

5 

P. 

357 

30 

" 

15 

. 

C. 

S73 

60 

" 

li 

P. 

730 

75 

" 

15 

B. 

520 

46 

" 

15 

P. 

19S 

50 

>f    " 

15 

Balance 

L. 

777 

85 

1583 

35 

1.583 

.35 

Nov. 

U 

Balance 

L. 

777 

85 

On  pages  46  and  47  are  given  the  form  of  Bill  Book  and  Cash  Book  with  ruling  such  as  would  be 
necessary  to  collect  totals  for  the  above  accounts. 

Note  that  in  the  Ca.sh  Book  there  are  columns  for  Accounts  Recei\able  and  Accounts  Payable,  and 
that  the  discount  columns  have  been  placed  beside  the  account  columns  to  which  they  refer — Discount  oflf 
Sales  beside  Accounts  Receivable,    etc. 

Such  debit  columns  on  the  debit  side  of  the  book  and  credit  columns  on  the  credit  side  of  the  book 
must  be  transferred  as  shown  in  the  closing,  in  order  to  obtain  a  proof  of  the  work  and  to  pro^^de  for 
correct  posting. 

REMARKS  ON  THE  FINANCIAL  STATEMENT 

The  Trading  side  of  the  statement  has  alread\'  been  dealt  with  page  21. 

We  have  now  to  examine  more  closely  the  Expense  side  of  the  business  and  classify  the  items  there. 

A  simple  division  of  these  is  into  (a)  "Sellin'g  Expenses,"  including  all  expenses  incident  upon 
putting  the  goods  on  the  market  and  dehvering  them  to  the  customer.  (6)  "Administration  and  General 
Expenses,"  including  the  cost   of  upkeep  of  the  place  of  business  and  of  carrying  on  the   management. 

Each  of  these  may  be  subdi%aded  if  necessary.  Thus  where  the  warehouse  and  delivery  expenses  are 
of  sufficient  relative  importance,  they  may  be  placefl  under  a  heading  apart  from  the  selling  expenses. 
Also  where  upkeep  of  the  place  of  business  assumes  sufficieut  importance  it  may  be  separated  from  the 
Administration  Expense.      For  an  ordinary  business  the  di\ision  into  two  parts  would  be  sufficient. 

Attention  should  also  be  given  to  the  classification  of  the  Assets  and  Liabilities  in  the  balance  sheet. 
The  solvency  of  the  business  depends  not  alone  on  the  Assets  exceeding  the  LiabUiti&s  but  also  on  the 
Assets  being  readily  available. 

To  show  this  the  Assets  are  divided  into  (a)  Quick  or  Current  Assets  including  cash  and  all  items 
in  process  of  conversion  into  cash,  as  bills  receivable,  accounts  receivable,  and  merchandise.  (6)  Other 
Assets  including  fixed  assets  such  as  real  estate,  and  office  furniture,  and  deferred  charges  such  as  rent 
paid  in  advance. 

In  like  manner  the  liabilities  should  be  grouped  into  (a)  Current  Liabilities,  including  such  as 
accoimts  payable  and  biUs  payable,     (h)  Other  Liabilities,  including  such  items  as  mortgage  payable. 

By  such  an  arrangement  it  may  be  shown  at  a  glance  whether  there  are  Current  Assets  in  proper 
proportion  to  Current  Liabilities.     The  latter  should  not  exceed  50%  of  the  former. 
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K.  1).  Hendeksox  it  Co. 
TRADIXG  AXD  PROFIT  A XD  LOSS  STATEMENT  FOR  THE  YEAR  EXDIXG  DEC.  31,  19— 


100% 


'JS.20  % 


U.54 
10.43 


TRADING 

Gross  Sales       -           .-.----. 
Less  Rebates  onid  AUov^atices      -         -         ~         .         . 
Xet  Sales 

On  hand,  Jan.  1-         ------- 

Purchases  for  the  year        ------- 

Less  Rebates  and  alloioances       -         .         .         .         . 

Add  Dnty •2';0 

Freight  inioard  .....         ^^o 

Cost  of  goods  bought  ...... 

Total  cost  ---...... 

Less  on  hand  Dec.  31  - 

Cost  of  goods  sold       -.....,. 

Gross  Trading  Profit 

Rate  %  on  cost  of  goods  sold        -         -         -      46.63  y^ 
"     "     "  net  sales   .         -         -         .         -       31.80°/^ 

PROFIT  AXD  LOSS 
Gross  Trading  Profit  -...._. 

Expenses 

Selling  Expenses: 

Horse  and  Wagon     ----... 

Advertising       -  ....... 

Trarellin;/  Exfienaes,  Salesmen  .... 

Salaries,  Salesmen     .  .  -  .  .  ^  . 

Freight  oiUirard  -.._._. 

Administration  and  General  Expeiuies 

Taxes        ......... 

Iiistirance  ..-.-... 

Depreciation,  Furtiiture  and  Fixtures         .         -         - 
Light  and  Fuel  .         .        ~         .         .         .         . 

Re7U 

Office  Salaries    ........ 

Office  Expenses  ....... 

Cash  DiscomU  -------- 

Interest  and  Discovnt         ...... 

Bad  Debts  and  Appropriation  therefor 

Xet  Profit  for  the  year       ....... 


EXHIBIT  B 


-'.9250 
795 


3S457 
720 


ISIO 
IS 


130 
143 
36.} 
1600 
S300 
240 
145 
1.35 
805 


43500 
937 


35477 
6430 


42563 


29027 
13536 


9098 
4438 


Note. — .A3  explained  on  page  21  the  intere.st  and  discount  and  cash  discount  may  be  omitted  from  the  Adminis- 
tration Expenses,  and  the  Operating  profit  would  then  appear  as  $4718,  the  gain  irrespective  of  avuilable  capital. 
Then  deduct  from  this  the  cost  of  capital  $280  and  obtain  the  net  profit  for  the  year  as  above. 
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R.  D.  Henderson  it  Co. 
BALAXCE  i^HEET,  DEC.  .:],  l'<— 

Assets 

Cash,  on  hand      - 

"      071  deposit  in  Baiik     ----- 

Bills  Receivable 

Accounts  Receivable 

Less  Appropriation  for  Bad  Debts 

JIdse.  on  hand,  Dec.  31 

Quick  Assets         .        .        -         .        - 

Horse  and  Wagon 

Furniture  and  Fixtures 

Less  Depreciation           .         .          .         .         . 

Coal  cm  hand 

Total  Assets 

Liabilities 

Bills  Payable 

Interest  accrued  on  above      .         -         -         -         - 
Accounts  Payable          -                  -         - 

Xet  Capital 

if.  D.  Henderson,  Xet  Capital     -         -         -         - 
H.  M.  Gibson,  Xet  Capital 

EXHIBIT  A 

14S4S 

650 
960 

45 

1705 

10 

6165 



173 
3410 
1275 

14198 

6450 

SoSOS 
1310 

915 

S6818 
7880 

10144 
S794 

18938 
18938 

Note. — Summaries  of  the  Capital  Accountshould  be  prepared  to  show  how  the  above  Capitals  are  obtained.  Such 
Summaries  should  be  attached  as  schedules  to  the  General  Statement,  rather  than  incorporated  in  it.  The  Balance 
Sheet  would  be  designated  "E.^chibit  A,"  the  Profit  and  Loss  Statement  "  Exhibit  B,"  the  supporting  schedules, 
"EXHIBIT  A,     Schedule  1,"  "  EXHIBIT  A,     Schedule  2,"  etc. 

In  opening  the  books  for  Set  III,  a  Balance  Sheet  should  be  prepared  in  condensed  form  with  siippoi-t- 
ing  schedules  for  Accounts  Receivable  and  Payable,  also  Bills  Receivable  and  Payable.  Opening  entries 
should  then  be  made  from  these,  not  from  the  printed  data  in  the  text. 


EXERCISES 

1.     Rule  a  Cash  Book  with  special  columns  on  the  Dr.  side  for  Accounts  Receivable,  Cash  Disc. 
Dr.  and  Bank  Dr.,  and  on  the  Cr.  side  for  Accounts  Payable,  Cash  Disc.  Cr.  and  Bank  Or.,  and  enter 

the  following  transactions  : 

Jan.  2.     i.  Inglisfcontmues  business  with  Cash  on  hand  $225,  and  in  the  Bank  of  Commerce  $4260. 
4.       Paid  rent  for  Jan.  by  cheque  $70. 

Paid  Jas.  Arthur  for  his  bill  of  Dec.  26,  $270,  less  3%,  and  T.Mitchell  for  his  bill  of  Dec.  27,  $330 

less  3%,  both  by  cheque. 
Discoimted  A.  Robinson's  note  (No.  1)  at  the  bank.     Face  of  the  note  $130,  discount  $3,  proceeds 
deposited. 
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Received  from  C.  Cowan  his  cheque  for  Viill  of  Dec.  28,  S210,  less  4%,  and  from  D.  Clark  his  cheque 
for  bill  of  Dec  15,   8115. 
6.       Paid  Gas  bill  in  cash,  815.60,  and  Freight  bill  by  cheque,  827.70. 

Keceived  from  W.  White  his  cheque  for  the  bill  of  Jan.   .3,   s.3.35,  less  2%,  and  from  J.   Reid  his 

cheque  for  the  bill  of  Jan.  2,  8175,  less  4%. 
Paid  Insurance  premium  by  cheque,  835,  and  for  stamps  in  cash,  84.50. 
Deposited  all  cheques  on  hand,  exchange  S5c. 

Close  the  Cash  Book  and  bring  down  the  balances.      Show   the  entries  properly  checked  as  when 
posted. 
8.       Prepaid  by  cheque  my  note  favour  T.  Bain,  8122,  less  discount  for  unexpired  time  82. 

'  Issued  cheques  to  G.  Savvyer  for  bill  of  Jan.  3,  8320,Jess  4%,  and  to  F.  Wood  for  bill  of  Dec.  28, 
8260,  less  3%. 
Received  from  S.  Bell  his  cheque  for  the  bdl  of  Jan.  2,  SI 20,  less  3%.,  and  from   R.   Hamilton  his 

cheque  for  the  bill  of  Jan.  5,  SS4,  less  2%. 
Paid  Telephone  biU  by  cheque,  835. 
12.    Paid  bv  cheque  my  note  favour  D.  Robins,  8160,  and  interest  85. 

Paid  F.  Bennett  for  repairs  by  cheque,  825.     Paid  in  cash  a  bill  for  cartage,  84.80. 
xD.  James  paid  his  note  due  to-day  in  cash,  face  8133,  interest  81.50. 
J.  Morris  settled  his  account  by  cheque,  8126,  less  discount  82.20. 
Received  from  D.  Henderson  his  cheque  in  full  of  his  account,  8226,  less  disc.  3%. 
Paid  my  account  favour  S.  Armstrong,  8330,  less  2J%,  by  cheque. 

Depositefl  all  cheques  on  hand,  exchange  J%,  but  not  less  than  10  cents  on  any  cheque. 
Close  the  Cash  Book  and  bring  down  balances.       Post  to  General  Ledger  and  take  off  a  Trial  Balance. 
2.     Rule  a  Cash  Book  with  special  columns  on  the  Dr.  side  for  Accts.  Receu'able,   C.   Disc.  Dr.,  B. 
Rec.  Cr.  and  Bank  Dr.,  and  on  the  Credit  side  for  Accts.  Payable,  C.  Disc.  Cr.,  Expense  Dr.   and  Bank 
Cr.,  and  enter  the  following  transactions  : 

Feb.  1.    VP.  W.  Evanslcontinucs  business  with  cash  on  hand  8160,  and  in  the    Dominion  Bank  83560. 
4.      Is.sued  the  folhjwing  cheques  :  to  D.  Baker  <fe  Co.  for  bill  of  Jan.  29,  8220,  less  3^  ;  J.  Lane  for  bill 
of  Jan.  26,  8340,  less  5%  ;  R.  Bell  for  bill  of  Jan.  30, '816.5,  less  2%. 
Received  cheques  as  follows  :   A.  Wilson  for  bill  of  Jan.  27,  880,   less  2%  :  G.  Thompson  for  bill  of 
Jan.  29,  8130,  less  3%  ;  R.  Good  for  his  note  due  to-day,  $7.5,  and  interest  on  the  same  81.15  ; 
F.  Forest  for  his  ndte  due  to-day,  .8135.60. 
Paid  by  cheque  my  note  No.  1,  favour  W.  Bain,  due  to-day,  8260,  and  interest  82.50. 
Paid  rent,  by  clieque,  875:  Insurance  premium,  by  cheque,  823.50  ;  Coal  bill,  by  cheque,   844.20; 
petty  expenses,  in  cash,  810.50.      Deposited  all  cheq^ues  on  hand,  exchange  \'/^. 
6.      Received  cheques  as  follows  :  D.  Christie  for  bill  of  Jan.  30,  8275,  less  3%  ;  D.  Cameron  for  bill  of 
Feb.  1,  8160,  less  5%  ;  J.  Clark  for  his  note,  §75,  less  disc.  81. 
Paid  by  cheque  the  following  bills  :  M.  Davidson,  bill  of  Jan.  31,  8220,   less  3%  ;  R.   Wheeler,   bill 

of  Feb.  1,  8130,  less  2%  ;  D.  Jones  for  Advertising,  813.50. 
Paid  in  cash  for  cartage,  84.20  ;  Horse  keep,  89.20.      Deposit  all  cheques  on  hand,  excljaoge  \y . 

8.  Paid  by  cheque  the  following  bills :  J.  Wells,  bill  of  Feb.  3,  8170,  less  3%  ;  G.  Crosby,  bill  of  Feb. 

6,  8115,  less  2%  ;  T.  Miller  for  repairs  to  warehouse,  813.60. 
^^  Discounted  C.  Reid's  note  at  the  bank,  iace  §155,  disc.  83,  proceeds  credited. 

9.  Received  the  following  cheques  on  account :  for  G.  Kemp's  acct.,  880,  less  disc.,  83  ;  R.  Gurney's 

acct.,  892,  less  disc.  $4.  '  -- 


ca^^^.^K 
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Compromised  with  C.  Dill  for  note  of  Dec.  2,  $65  :  received  liis  cheque  for  $40  in  full  settlement. 
Paid  for  stamps  and  stationery  in  cash,  $6.40.     Close  the  Cash  Book.     Post  and  take  Trial  Balance. 

3.  Turn  back  to  Set  II   and   coUect  data  for  Accounts  Receivable  and  Accounts  Payable  accounts 
at  Trial  Balance  dates. 

4.  Inventories  may  be  supphed  for  the  Trial  Balances,  page  44,  to  provide  further  practice  if  desired. 


5.  (a)   TRIAL    BALANCE 

Cash 7699 

Bills  Receivable 6Jf20 

Accts.  Receivable 13560 

Mdse.  on  hand  Jan.  1 10000 

Mdse.  Purchases 36oOQ^ 

Mdse.  Sales 

Rebates  off  Purchases 

Discount  off  Purchases 

Discount  off  Sales 37o 

In-Freight 1260^ 

Rent 2550 

Insurance   330 

Office  Salaries     3^60 

Office  Furniture 3120 

Travelling  Expenses  . 

Bad  Debts 

Interest  and  Discount 

Bills  Payable 

Accts.  Payable 

J.  Frost  (Cap.) 

G.  Elliott  (Cap.) 

J.  Frost  (Priv.) 37i 

G.  Elliott  (Priv.) 41.:. 


8650 

7560 

1.5000 

13500 


(h)  TBIAL   BALAXCE 

Cash 8547 

Bills  Receivable 1770 

Accts.  Receivable 9650 

Mdse.  on  hand  Jan.  1 6500 

Mdse.  Purchases 15000 

Mdse.  Sales 

Discount  off  Purchases 

Discount  off  Sales 19-5 

Rebates  off  Purchases    

Rebates  off  Sales 160 

In-Freight 1220 

Insurance 340 

Rent 1950 

Office  Furniture 1260 

Salaries  of  Salesnwu 

Delivery 

Interest  and  Discount 

Bills  Payable 

Accts.  Payable 

D.  Moore  (Cap.) 

E.  Leonard  (Cap.) 

D.  Moore  (Priv.) 

E.  Leonard  (Priv.) 


18500 
225 


175 


86720     86720 


3120 

255 

126 

115 

3580 

9960 

10000 

8000 

225 

237 

50555 

50555 

INVENTORIES 

Mdse.  on  hand  Dec.  31 152-50 

Rent  paid  in  advance 250 

Insurance  unearned 60 

Office  Salaries  due 120 

Office  Furniture  worth 1900 

Allow  each  partner  a  salary  of  $120  a  montli, 
and  divide  the  remaining  gain  or  loss  in  propor- 
tion to  capital  invested. 


INVENTORIES 

Mdse.  on  hand  Dec.  31 6750 

Rent  due 150 

Office  Furniture  worth 1000 

Interest  due  on  Bills  Payable 15 

Allow  each  partner  5%  per  annum  interest 
on  Capital  invested,  and  divide  the  remaining 
gain  or  loss  equally. 


1.  Make  out  Trading  ^Vccount,  Profit  and  Loss  Account,  Summary  of  Cap.  Accts.,  and  Balance  Sheet. 

2.  Find  Gain  or  Loss  per  cent,  on  Mdse.        (a)  On  Net  Sales.       (6)  On  Cost  of  Goods  Sold. 

3.  Show  the  percentage  of  Expenses  and  of  Net  Profits  on  the  Net  Sales. 

4.  Group  the  Assets  as,      {a)  Assets  immediately  available.      (6)  Assets  not  immediately  available. 


SET  III 


JOBBING  FURNITURE 

Special  Features. — Practice  on  the  use  of  drafts.  The  use  of  the  Bill  Book  as  a  Principal  Book. 
The  montlily  Trial  Balance.     C.O.D.  Account.     General  Ledger  Self-balancing.     See  pages  37  to  45. 

INSTRUCTIONS 

(a)  Books  to  be  Used. — General  Journal,  Purchase  Journal  (Register),  Sales  Journal,  Cash  Journal,  Bill 
Journal,  General  Ledger,  Sales  Ledger,   Purchase  Ledger. 

(b)  The  Cash  Book  is  to  be  ruled  with  special  columns  as  in  the  illustration  page  46,  or  the  interest  columns  may 
be  omitted  if  desired. 

(c)  In  posting  to  all  f>ersonal  accounts,  enter  terms  of  purchase  or  sale,  and  on  the  opposite  side  of  the  account 
enter  charges  or  credits,  whether  discount,  rebate,  cash,  note  at  —  da.,  etc. 

{d)  The  Bill  Book  is  to  be  used  as  a  principal  book.  Post  from  it  to  contra  accounts  in  the  Ledger,  but  also 
open  Ledger  accounts  for  Bills  Receivable  and  Bills  Payable,  and  post  totals  onlj'  to  these  accounts. 

Post  the  Freight  directly  to  the  Mdse.  Purchases  account. 

Take  off  a  Trial  Balance  at  the  end  of  each  week  during  the  first  month,  and  after  closing  the  books.  In  the 
second  month  take  the  Trial  Balance  at  the  end  of  the  half-month  as  indicated. 


DIRECTORY 


Abbott,  A.    IF.,  Port  Hope. 
Aiidreuv,  M.,  Kincardine. 
Dixon,  ./.,  Brighton. 
Dominion  Furniture  Manufac- 
turers, Toronto. 
Gordon,  K.,  Peterboroicgh. 
Gough,  C.  H.,  Hastings. 
Hammond,  W.  J.,  Trenton. 
Johnston,  D.  E.,  Xapanee. 
Malcolm,   W.  C,  Belleville. 
Mundell,  A.  C,  Ashburnham.. 


McKinno7i  &  Cole,   Woodstock. 
Oliver,  J.  S.,  Jfortvood. 
Rhodes,  James,  Eraser. 
Rogers,  C.  D.,  Lake  field. 
Sanford  &  Co.,  Chas.,  HarrisUni. 
Steele,  W.  H.,  Havelock. 
Thcmipson  Eiirniture  Co.,  The, 

Ingersoll. 
Wcddron,  R.,  Lindsay. 
Walker,  R.  21.,  Havelock. 
All  others,  Peterborough. 


LEDGER  LINES 

Sales  Ledger. — Four  pages.     Purchase  Ledger. — Two  pages.     Four  accounts  on  a  page  as  in  Set  II. 

General  Ledger. — Open  accounts  as  follows,  three  on  a  page,  except  as  otherwise  directed  : 
Accounts  Receivable,  Bills  Receivable,  Accounts  Payable,  Bills  Payable,  R.  J.  Stephen  (Cap.  Acct.), 
R.  J.  Stephen  (Priv.  Acct.),  D.  M.  Warner  (Cap.  Acct.),  D.  M.  Warner  (Priv.  Acct.),  Merchandise 
Purchases  (1  p.),  Merchandise  Inventory  (1  p.).  Merchandise  Sales  (i  p.).  Salaries  (|  p.),  Expense  (1  p.). 
Office  Furniture,  Interest  and  Discount,  Horse  and  Wagon,  Bad  Debts,  Loss  and  Gain  (i  p.). 

Peterborough. 'Nov.  1,  19 — .  B.  J.  Stephen  and  D.  M.  Warner  are  partners  in  a  Jobbing  Furniture 
business  at  77  George  St.,  under  the  firm  name  of  Stephen  and  Warner.  By  their  agreement 
each  receives  a  salary  of  §100  a  montli,  and  tliey  tlien  share  net  gains  and  losses  in  proportion  to 
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capital  invested,  f  of  which  belongs  to  Stephen,  f  to  Warner.  The  store  is  rented  from 
D.  K  McLaren  at  $90  a  month,  payable  in  advance.  You  are  engaged  as  bookkeeper  at  .§12.50 
a  week  ;  you  are  furnished  with  the  following  data  and  directed  to  open  a  set  of  new  books  to  be 
kept  by  Double  Entry.  Mdse.  on  hand,  SI 644.35  ;  Cash  on  hand,  $200  ;  Cash  on  deposit,  $800; 
a  draft  drawn  on  C.  D.  Rogers,  Oct.  5,  at  30  da.,  for  $78.50  ;  a  draft  drawn  on  James  Rhodes, 
Oct.  7,  at  30  da.,  for  $92.10.  Accounts  Receivable  :  K.  Gordon,  $125.60 ;  C.  D.  Rogers,  $77.60; 
J.  S.  Oliver,  $166.20;  A.  C.  Mundell,  $98.60;  W.  J.  Hammond,  $88.70  ;  R.  Waldron,  $115.30  ; 
James  Rhodes.  $69.20.  Bills  Payable  :  No.  1,  a  draft  favour  C.  Sanford  &  Co.,  Oct.  2,  at  1  mo., 
for  $215.60;  No.  2,  a  draft  favour  M.  Andrews,  Oct.  10,  at  30  da.,  for  $166.20.  Accounts 
Payable  :  favour  the  Dominion  Furniture  Manufacturers,  $175.60,  and  the  Thompson  Furniture 
Co.,  $137.20.  Prepare  a  Balance  Sheet  for  the  firm  with  Schedules  of  Accounts  and  Bills. 
Make  the  necessary  opening  entries,  post,  and  take  off  a  Trial  Balance. 

2.  Engaged  Mary  Walker  as  stenographer  at  $7.50  a  week. 

Bought  from  the    Canada    Furniture    Co.  an   invoice  of  Office  Furniture,  $47.50.     Gave  cheque  in 

payment. 
Paid  the  rent  for  November  by  cheque. 
Sold  to  K.  Gordon,  s/^,,  "/a,,,  6  Arm  Chaii-s  #  381,  @  $3.85  ;  1 5  Dining  Room  Chairs  #  38,  fe  $2.50 ; 

4  Kitchen  Cupboards  @  $7.50. 

3.  Paid  insurance  premium  by  cheque,  $16.85. 

Drew  the  following  drafts  :  on  K.  Gordon  at  30  da.  from  Oct.  21  for  bill  of  that  date,  $125.60  ;  on 
C.  D.  Rogers  at  20  da.  from  Oct.  23  for  bill  of  that  date,  $77.60 ;  on  J.  S.  Oliver  at  30  da. 
from  Oct.  22  for  bill  of  that  date,  $166.20  ;  on  A.  C.  Mundell  at  10  da.  from  Nov.  1  for  the 
balance  of  his  acct.,  $98.60  ;  on  James  Rhodes  at  15  da.  from  Nov.  1  for  the  balance  of  his 
acct.,  169.20. 

Discount  the  drafts  on  J.  S.  Oliver  and  on  K.  Gordon  at  the  bank  at  7%,  proceeds  deposited,  and 
leave  the  other  drafts  at  the  bank  for  collection.       Enter  all  in  the  Bill  Book. 

Sold  to  C.  D.  Rogers,  20  da.,  4  Bedroom  Suites  #272,  @  $15. 95  ;    lOSpring  Mattresses  #2,  @$3.20. 

Sold  to  W.  C.  Malcolm  on  acct.,  4  Chiffoniers  #191,  @  $15,70;    6  China  Cabinets  #25,  @  $21.50. 

4.  Received  from  M.  Andrews,  an  invoice  of  Mdse.,  Nov.  2,  ^-/n,,  "/soi  $357.30. 

Accepted  the  Dominion  Furniture  Manufacturers' ch'aft  at  10  da.  from  Oct.  28  for  the  amount  of  the 

bill  of  that  date,  less  2%,  $175.60. 
Sold  J.   S.    Oliver,  sight  draft   in    5  da.,   less  3%,  3  Brass  Bedsteads  #201,  @  $24.75;    6    Spring 

Mattresses  #2,  @$3.20  ;  4  Morris  Reclining  Chairs  #145,  @  $6  ;  4  Music  Cabinets  #49,  @$9. 

5.  Bought  from  C.  R.  Henry,  a  horse,  harness,  and  delivery  wagon  for  $375.     Gave  cheque  in  payment. 
Engaged  Wm.  Harvey  as  driver  at  $10  a  week.      He  begins  work  on  Monday,  the  7th. 

Sold  to  W.  J.   Hammond  on  acct.,  6  Combination    Mattresses  #K7,  (S  $4.20;    2  Oak  Wardrobes 

#308,  @  $22  ;  3  Oak  Dressers  #301,  @  $7. 
Accepted,  payable  at  our  bank,  M.  Andrews'  draft  favour  the  Iinpeiiul  Bank,  Kincardine,  :it  10  da. 

from  Nov.  2  for  the  bill  of  that  date,  less  discount. 
Remitted  to  C.  Sanford  &.  Co.,  a  bank  draft  purchased  by  cheque  for  the  amount  of    <iur  ;ic'ceptance 

in  their  favour  due  to-day.      Exchange  ^%. 
Deposit  all  cheques  on  hand.      Close  Casli  Book.      Post  up  to  date,  including  totals  in  special  books 

and  in  special  columns.      Arranged  with  the  bank  for  an  overdraft  not  to  exceed  $1300. 
7.    Received  from  C.  D.  Rogers,  his  cheque  for  the  amount  of  his  acceptance  due  to-da}'. 

Remitted  to  the  Thompson  Furniture  Co.,  a  cheque  for  the  amount  of  their  bill  of  Oct.  29,  $137.20, 

less  ^%. 
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Sold  to  R.  Waldron,  ^k,,  "/su,  6  Jardiniere  Stands,  #391,  @  $1.20  ;  4  Morris  Rockers,  #791,  @  S7.20; 

i  Parlour  Tables,  #  458,  @  S5.60  ;  6  Rattan  Rockers,  #  R46,  @  S3.85. 
Sold  to  James  Hall,  Trenton,  C.O.D.,  4  Oak  Bookcases,  #  338,  @  S7.50  ;    4  Writing  Desks,   #  67, 

@  86.75.     Charge  this  to  the  C.O.D.  acct.  in  the  Sales  Ledger. 

8.  Received  from  Chas.  Sanford  i  Co.,  an  invoice  of  Mdse.,  Nov.  5,  sight  draft  in  5  da.,  less  3%,  SI 35.40. 
Paid  J.  Clark  by  cheque,  for  repairs  done  to  the  warehouse,  §25.50. 

Sold  to  W.   C.  Malcolm   on   acct.,    2    Oak    Sideboards,    #375,    @  $25.80;     2   Oak   Dining  Tables, 

#  374,  (s  S7.20. 

Sold  to  A.  C.  Mundell,  ^j^^,  "/so,  3  Kitchen  Cupboards,  #  571,  @  $8.50  ;  4  Kitclien  Cabinets,  #  302, 
@  $14.50  :  6  Kitchen  Tables  @  §2.35. 

9.  Received  from  James  Rhodes,  a  cheque  for  the  amo'Uit  of  his  acceptance  due  to-day. 
Paid  Freight  bill  to  date  by  cheque,  §25.20. 

R.  J.  Stephen  and  D.  M.  Warner  each  withdrew  cash  $20. 

Sold  to  W.  J.  Hammond  on  acct.,  2  Child's  Brass  Cots,  #  207,  <«  $10.15  ;    2   Davenport  Sofa  Beds, 

#99,  (s  822  ;  4  Oak  Washstands,  #302,  @  §3.10. 
Received  from  the  Dominion  Furniture  Manufacturers,  an  invoice  of  Mdse.,  Nov.  8,  ^*/,(|,  "/^f,,  $435.70. 
The  bank  presents  C.  Sanford's  sight  draft  for  bill  of  the  5th,  less  3%.     W^e  pay  the  draft  by  cheque. 
Drew  on  J.  S.  Oliver  at  sight  for  the  bill  of  the   4th  and  left  with  the  bank  for  collection.     Make 

no  Cash  Book  entry  till  the  bank  reports  collection. 

10.  Sold  to  K.  Gordon,  3/,^,  "f^^,  2  Oak  Buffets,  #  351,  @  $27  :  2  Parlour  Cabinets,  #  470,  @  $9.25. 
Remitted  to  M.  Andrews,  a  bank  draft  purchased  by  cheque  for  the  amount  of  our  acceptance  due  on 

the  12th.     Exchange  ^%. 
Paid  by  cheque  our  acceptance  favour  the  Dominion  Furniture  Manufacturers,  due  to-day. 

11.  Received  from  the  Thompson  Furniture  Co.  an  invoice  of  Mdse.,  Nov.  9,  ^-/lo'  "/an'  $149.65. 

The  Express  Company  has  handed  us  an  E.M.O.  for  the  amount  of  our  C.O.D.  shipment  on  the  7th  to 

James  Hall,  less  collection  charges  25  cents. 
Received  from  K.  Gordon,  a  cheque  for  the  amount  of  our  sale  to  him  on  the  2nd,  less  discount. 
Sold  to  B.   Waldron,   ^/^^,   "/g^,,   2    Parlour  Suites,    #454,   @   §20.50;    6  Morris  Reclining  Chairs, 

#  145,  @  $6. 

Sold  to  C.  D.  Roger-s,  S/D  in  5  da.,  less  3%,   6  Arm  Chairs,    #38,   («   §3.85  :    4  Moriis  Reclining 
Chairs,  #  145,  @  $6  ;  4  Rattan  Rwkers,  #R46,  &  §3.85. 

12.  The  bank   reports  the  draft   drawn  on  J.   S.   Oliver  on  the  9th  collected  ;  proceeds  credited,  less 

exchange  ^%. 
Sold  to  W.  C.  Malcolm  on  acct.,  2  Oak  Dressers,  #  301,  @  87  ;  2  Oak  Washstand.s,  #  302,  @  $3.10; 

3  Music  Cabinets,  #  49,  @  $9. 
Deposit  all  cheques  on  hand.     Close  the  Cash  Book.     Post  up  to  date. 

14.  Sold  to  J.  S.  Oliver,  ^/\^,  "i^^,  2  Oak  Wardrobes,  #  308,  @  $22  ;  2  Oak  Sideboards,  #  375,  ©  $25.80  ; 

3  Parlour  Cabinets,  #  470,  (a  $9.25  ;  2  Davenport  Sofa  Beds,  #  99,  @  $22. 
A.  C.  Mundell  .sends  us  a  marked  cheque  for  §75   on  his  acceptance  due  to-day,  and  asks  us  to  draw 
on  him  at  30  da.  from  the  8th,   for  the  amount  of  the  bill  of  that  date,  and  to  include  the 
balance  of  the  acceptance  due  to-day  and  interest  on  this  balance  at  7%   for  the  time  still  to 
run  in  the  new  draft.     We  consent  to  this  arrangement  and  draw  the  draft  accordingly. 

15.  Paid  a  Telephone  Bill  in  cash,  $3.50. 

Received  fiom  C.  D.  Rogers,  his  cheque  for  the  amount  of  his  acceptance  due  to-day. 

Received  from  Chas.  Sanford  i  Co.,  an  invoice  of  Mdse.,  Nov.  12,  S/D  in  5  da.,   less  3%,   $192.50. 

Paid  by  cheque  our  acceptance  favour  M.  Andrews  due  to-day. 
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Sold  to  K.  Gordon,  ^lo,  "/so.  2  Parlour  Suites,  #  454,  @  $20.50  ;  3  Chiffoniers,  #  191,  d  S15.70. 
Sold  to  W.  J.  Hammond  on   acct.,  4  Iron   Bedsteads,   #137,  @  S5.25  ;    4  Spring  Mattresses,   #2, 
fe  $3.20.     Post,  take  Trial  Balance,  prepare  statement,  close  the  books.     Inventories  page  3. 

16.  Paid  the  Dominion  Furniture  Manufacturers  by  cheque  for  bill  of  the  8th,  less  discount. 

The  bank  presents  C.  Sanford  &  Co.'s  sight  draft  for  their  bill  of  the  12th^  less  discount.  We 
pay  it  by  cheque. 

Received  from  R.  Waldron,  his  cheque  for  the  amount  of  the  bill  of  the  7th,  less  3%. 

Drew  at  si^ht  on  C.  D.  Rogers  for  the  amount  of  the  bill  of  the  1 1  th,  less  discount,  and  left  with 
the  bank  for  collection. 

Drew  on  W.  C.  Malcolm  at  15  da.  from  Nov.  15  for  the  amount  of  his  purchases  on  the  3rd,  8th, 
and  12th  ;  also  on  W.  J.  Hammond  at  15  da.  from  Nov.  15  for  the  amount  of  his  purchases  of 
the  5th,  9th,  and  15th,  and  left  the  drafts  with  the  bank  for  collection. 

Paid  freight  bill  to  date  by  cheque,  $9.30. 

Sold  to  W.  H.  Steele,  S/D,  with  B/L,  2  Bedroom  Suites,  #272,  &  .$15.95  ;  2  China  Cabinets,  #25, 
@  $21.50;  4  Morris  Reclining  Chairs,  #14-5,  @  $6  ;  6  Rattan  Rockers,  #  R46,  (ft  $3.85; 
6  Arm  Chairs,  #381,  &>  $3.85.  We  drew  on  him  at  sight  for  the  amount  of  this  sale,  attached 
the  sight  draft  to  the  bill  of  lading,  and  left  it  with  the  bank  for  collection.  The  goods  are 
shipped  by  freight.      Charge  this  to  W.  H.  Steele  through  the  C.O.D.  account. 

Paid  all  salaries  to  date  in  cash.     Charge  to  salaiies  account. 

17.  Sold  to  A.  C.  Mundell,  ^j^^,  "/so.  3  Brass  Bedsteads,   #201,  @  S24.75  ;  5  Spring  Mattresses,   #2, 

@  83.20  ;  4  Dining  Tables,  #  374,  @  $7.20  ;  18  Dining  Room  Chairs,  #  38,  @  $2.50. 
Remitted  to  the  Thompson  Furniture  Co.,  a  bank  draft,   purchased  by  cheque,  for  the  bill  of  the 
9th,  less  discount.      Exchange  \%. 

18.  Paid  in  cash  R.  Gibson's  bill  for  horsefeed  :    1  ton  Hay,  $15.20  ;   10  bu.  Oats  (ft  45c. 

Sold  to  W.  C.  Malcolm  on  acct.,  2  Writing  Desks,  #67,  @  $6.75  ;  3  Parlour  Tables,  #458,  ®  $5.60. 
Received  from  M.  Andrews,  an  invoice  of  Mdse.,  Nov.  16,  ^J/^^,  "/g^,  $311.05. 
James  Rhodes  paid  by  cheque  his  acceptance  due  to-morrow. 

We  have  just  received  notice  that  A.  C.  Mundell  has  failed,  and  we  at  once  requ&st  the  Railway  Co. 
not  to  deliver  the  goods  shipped  to  him  yesterday. 

19.  Received  from    the  Dominion   Furniture  Manufacturers,  an  invoice  of  Mdse.,  Nov.  18,  '-*/,„,  "j^, 

$260.55. 
The  bank  reports  the  draft  on  C.   D.    Rogers   of   the    16th  collected,   and  proceeds  credited,   less 

exchange   10  cents;  also  the  amount  of  the  C.O.D.   sale  to  W.   H.   Steele  of  the  same  date 

collected  and  credited,  less  exchange  \% 
Sold  to  R.  Waldron,  7i„,  "/g^,  4  Buttets,  #  351,  d  $27. 
Sold  to  C.  D.  Rogers,  S/D  in  5  da.,  less  3%,  2  Oak  Sideboards,  #  375,  (ft  $25.80  ;  2  Dining  Tables, 

#  374,  @  7.20 ;  18  Dining  Room  Chairs,  #  38,  @  $2.50. 
Deposit  all  cheques  on  hand. 
Post,  close  the  Cash  Book. 
21.    Received  from  K.  Gordon,  his  cheque  for  the  amount  of  the  saie  of  the  10th,  less  discount. 

Accepted  the  Dominion  Furniture  Manufacturers'  draft  at  10  da.  from  Nov.  18,  for  the  amount  of 

the  bill  of  that  date,  less  discount. 
The  Railway  Co.  has  delivered  to  us  the  goods  shipped  on  the  17tli  to  A.  C.  Mundell.      We  pay  the 

freight  bill  by  cheque,  $12.50.     Charge  this  to  Mdse.  Sales. 
Sold  to  W.  J.   Hammond   on  acct.,   2  Music   Cabinets,    #49,    (ft    $9;  6   Jardiniere  Stands,    #391, 

@  $1.20. 
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22.  Received  from  K.  Waldron,  his  cheque  for  the  amount  of  the  sale  of  the  1 1th,  less  discount. 

Sold  to  J.  S.  Oliver,  %„,  "j^,  2  Morris  Rockers,  #  791,  @  $7.20  ;  4  Arm  Chair-s,   #  .'^Sl,  &  $3.85; 

2  Oak  Buffets,  #  351,  @  S27  ;  3  Rattan  Rockers,  #  R46,  @  $3.85. 
Received  from  Chas.  Sanford  &  Co.,  an  invoice  of  Mdse.,  Nov.   19,  S/D  in  o  da.,  less  3%,  $320.80. 

23.  Drew  on  C.  D.  Rogers  at  sight  for  the  net  amount  of  the  sales  of  the  3rd  and  19th,  less  discount  on 

the  bill  of  the  19th.     The  bank  accepts  the  draft  on  deposit,  exchange  25  cents. 
R.  J.  Stephen  and  D.  M.  Warner  withdrew  each  $35  bv  cheque. 

Sold  to  K.  Gordon,  s/k,,  "/gj,,  4  Oak  Wardrobes,  #  308,  («  $22  :  3  Music  Cabinets,  #  49,  ffl  $9. 
Paid  freight  bill  to  date  by  cheque,  $22.40. 

Received  from  J.  S.  Oliver,  his  cheque  for  the  amount  of  the  sale  of  the  14th,  less  discount. 
At  a  meeting  of  the  creditors  of  A.  C.  Mundell  it  was  agreed  to  accept  40  cents  on  the  dollar. 

Charge  the  acceptance  we  hold  against  him  to  his  account,  and  write  off  60  per  cent,  of  the 

account,  charging  it  to  Loss  and  Gain. 

Note. — This  may  be  charged  to  Bad  Debts  account  if  desired. 

The  bank  presents  Chas.   Sanford's  sight  draft  for  the  amount  of    the  invoice  of   the    19th,    less 
discount. 

24.  Received  from  the  Thonipsson  Furniture  Co.,  an  invoice  of  Md.se.,  Nov.  23,  "Vioi  "Uo'  ■^I'^t'- 
Paid  the  City  Coal  Co.  by  cheque  for  2  tons  Coal  @  $7. 

Received  from  K.  Gordon,  his  cheque  for  the  amount  of  the  sale  of  the  loth,  less  discount. 
Sold  to  W.  C.  Malcolm  on  acct.,  4  Book  Cases,  #338,  @  $7.50  ;  7   Arm  Chairs,    #  381,  (s   $3.85; 
5  Morris  Reclining  Chairs,  #145,  @  $6. 

25.  Sold  to  W.  Hodgson,  Tweed,  C.O.D.,  3  Iron  Bedsteads,  #137,  @  $5.25  ;  5  Combination  Mattresses, 

#K7,  @  $4.20  ;  2  Parlour  Cabinets,  #  470,  la  $8.25  ;  4  Parlour  Tables,  #  458,  @  $5.10. 
Sold  to  J.  Dixon,  Brighton,  C.O.D.,  3  Oak  Dressers,  #  301,  @  $6.25  ;  5  Oak  Dining  Tables,  #  374, 

@  $7.20  ;  7  Rattab  Rockers,  #  R46,  @  $3.85  ;  4  Music  Cabinets,  #  49,  @  $9. 
Drew  on  W.  Hodgson  and  J.  Dixon  for  the  amount  of  the  foregoing  sales,   attached   the  drafts  to 

the  bills  of  lading  and  left  them  with  the  bank  for  collection. 

26.  Sold  to  R.  Waldron,  ^/^^,  "J^,  2  China  Cabinets,  #25,  @  $21.50;  2  Chiffoniers,    #  191,   (s   $15.70. 
Deposit  all  cheques  on  hand.     Post  up  to  date.     Close  the  Ca.sh  Book. 

28.  Sold  to  W.  J.  Hammond  on  acct.,   3  Writing  Desks,    #  67,    @   $6.75  ;  5  Morris  Reclining  Chairs, 

#  15,  @  $6. 
Sold  to  K.  Gordon,  ^/\^,  "/j^,  7  Parlour  Tables,  #458,  (2  $5.60  ;  9  Jardiniere  Stands,  #391,  @  $1.20. 

29.  Sold   to   W.   C.   Malcolm  on  acct.,   2    Oak   Wardrobes,    #308,    @   $22;  5   Morris   Rocker.s,    #791, 

@  $7.20. 
Received  from  the  Dominion  Furniture  Manufacturers,  an  invoice  of  Mdse.,  Nov.  26,  'Vio'  "/sc  $145. 
Accepted  their  draft  at  10  da.  from  Nov.  26  for  the  amount  of  the  bill,  less  discount. 

30.  We  have  to-day  received  a  marked  cheque  for  40  cents  on  the  dollar,  in  full  of  our  account  \vith 

A.  C.  Mundell  as  per  agreement  of  creditors.     Close  his  account. 
Received  from  R.  Waldron,  his  cheque  for  the  amount  of  the  sale  to  him  on  the  19th,  less  discount. 

The  cheque  is  a  day  late,  but  we  allow  the  discount. 
Paid  by  cheque  the  bill  of  "The  Peterboro  Times"  for  advertising  for  the  month,  $14.60. 
The  bank   reports  that  the  drafts  on  Hodgson  and   Dixon  on   the   2.3th  have  been  collected  and 

credited,  less  exchange. 
Paid  salaiies  to  date  by  cheque. 
Paid  freight  bill  to  date,  $8.2-5,  in  cash. 
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Credit  the  partners  witli   their  salary  for  the  lialf-month   in   their  private  accounts,  and  charge  to 

Salaries  Acct. 
Deposit  all  cheques  on  hand.  The  bank  charges  $3  interest  on  the  overdraft. 
Post  up  to  date.     Close  the  Cash  Book.     Take  a  Trial  Balance.     Make  out  the  Financial  Statements. 

Close  the  books,  bringing  down  all  balances  ready  to  begin  the  work  of  the  next  month,  then 

take  another  Trial  Balance.     Close  Loss  and  Gain  Account  to  the  Private  Account.     Close  the 

Private  Accounts  and  bring  down  the  balances. 

INVEXTOBIES 
Aldsc.  on  hand,  §1514.3.");  Horse  and  Wagon,  $360;  Office  Furn.,  $45;  Ins.  paid  in  advance,  $15.45. 

RESULTS 
Gross  Profit,  Nov.  15,  $42.11;  Nov.  30,  $44.03.      Net  Loss,  Nov.  15,  $198.92;  Nov.  30,  $;;01.41.     Net 
Capital,  Nov.  15,  $2722.63;  Nov.  30,  $2451.22.     Cash  Balance,  Nov.  15,  $599.75;  Nov.  30,  $355.78. 
Bank  overdraft,  Nov.  15,  $484.23;  Nov.  30,  $310.04. 

TRANSACTIONS  FOR  DECEMBER 

December  1.     Issued  statements  of  account  to  W.  C.  Malcolm  and  W.  J.  Hammond,  and  drew  on  them 
at  15  da.  from  Dec.  1  for  the  balance  due.      Discounted  the  drafts  at  tine  bank  at  7%,  proceeds 
credited.      Enter  through  the  Bill  Book.  Paid  the  rent  for  December  by  chequs. 
Paid  by  cheque  the  Dominion  Furniture  Manufacturers'  draft  for  the  bill  of  the  18th,  due  to-day. 
Remitted  to  the  Thompson  Furniture  Co.  a  bank  draft  purchased  bj'  cheque  for  the  amount  of  their 

bill  of  Nov.  23,  less  discount.     Exchange  ^%. 
Each  partner  deposits  S500  as  an  addition  to  his  investment. 

Sold  to  C.  D.  Rogers,  ^/j^,  "/g^,  12  Arm  Chains,  #381,  @  $3.85  ;   3  Chiffoniers,  #  191,  @  $15.70; 
4  Kitchen  Cupboards,  #571,  @  $8.50. 

2.  Sold  to  J.  S.   Oliver,   draft  at   15  da.,  less   1%,    6   Morris   Reclining  Chairs,  #145,  @  $6  ;  4   Oak 

Dressers,   #  301,  @  $7. 

3.  Received  from  M.  Andrews,  an  invoice  of  Mdse.,  Nov.  29,  2*/^^,  "j^^^  $252.20. 

Drew  on  J.  S.  Oliver  at  30  da.  from   Nov.  22  for  the  amount  of  the  bill  of  that  date,  and  left  with 

the  bank  for  collection. 
Paid  J.  Henderson  &,  Co.  by  cheque  for  a  bill  of  stationery,  $15.60. 
Post  up  to  date,  but  do  not  post  totals  nor  close  the  Cash  Book. 

5.  The  bank   reports   the   drafts  on  W.   C.   Malcolm  and  W.   J.   Hammond,   Nov.    15,   collected   and 

credited,   less  exchange  -J%. 
Sold   to  R.   Waldron,   ^j^,   "/g,,,    2   Parlour   Suites,    #  454,    @    $20.50  ;    4  Oak   Sideboards,    #  375, 

@  $25.80  ;  6  Jardiniere  Stands,  #391,  @  $1.20  ;  24  Dining  Room  Chairs,  #  38,  @  $2.50. 
Drew  on  J.  S.  Oliver  at   15  da.  from   Dec.  2  for  the  bill  of  that  date,  less  1%,  and  left  the  draft 

with  the  bank  for  collection. 

6.  C.  D.  Rogers  has  returned  4  of  the  Arm  Chairs  from  his  purchase  of  the   1st,  and  we  give  him 

credit.      Charge  Mdse.   Sales  through  the  General  Journal. 
Sold  to  K.  Gordon,  draft  at  15  da.,  less  2%,  2  Bedroom  Suites,  #  272,  @  $15.95  :  4  Brass  Bedsteads, 

#  201,  @  $24.75  ;  7  Morris  Rockers,  #  791,  @  $7.20. 
Received  from  R.  Waldron,  cheque  for  the  amount  of  the  sale  to  him  Nov.  26,  less  discount. 

7.  Received  from  the  Thompson  Furniture  Co.  an  invoice  of  Mdse.,  Dec.  3,  draft  at  15  da.,  less  2%, 

$177.50. 
Paid  freight  bill  to  date  by  cheque,  $12.25. 
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Received  from  K.  Gordon,  his  cheque  for  the  amount  of  his  purchase  of  Nov.  28,  less  discount. 

8.  Sold  to  D.  E.  Johnston,  7,„,  '%„,  6  Arm  Chairs,  #  381,  @  83.85  ;  4  Morris  Reclining  Chairs,  #  145, 

@  S6  ;  3  Morris  Rockers,  #  791,  @  $7.20  ;  5  Rattan  Rockers,  #  350,  («  83.85. 
Drew  on  K.  Gordon  at  30  da.  from  Nov.  23  for  the  amount  of  the  bill  of  that  date,  also  at  15  da. 

from   Dec.  6  for  the  amount  of  the  bill  of  that  date,  less  2%,  and  left  both  drafts  with  the 

bank  for  collection. 
Accepted   the  Thompson  Furniture  Co.'s  draft  at  15  da.  from   Dec.  3  for  the  amount  of  the  bill  of 

that  date,  less  discount. 

9.  Paid  bv  cheque  our  acceptance  favour  the  Dominion  Furniture  Manufacturers,  due  to-day. 

Upon  unpacking  the  furniture  received  from  the  Thompson  Furniture  Co.  on  the  7th,  4  Parlour 
Tables  were  found  to  be  defective,  and  we  have  returned  them  and  charged  tliem  to  their 
account  at  invoice  price,  So.  10  each.      Credit  Mdse.  Purchases. 

Sold    to  AV.   J.   Hammond  on  acct.,   2   Davenport   Sofa   Beds,    #  99,   @  $25  ;    4   Oak  Wardrobes, 
#  302,  (2  $3.10  ;  2  Sideboard.s,  #  375,  @  $25.80  ;  2  Writing  Desks,  #  67,  @  $6.75. 
10.    Received  from  Chas.  Sanford  &  Co.,  an  invoice  of  Mdse.,  Dec.  6,  S/D  in  5  da.,  less  3%,  $127.70. 

Deposit  all  cheques  on  hand.     Post  up  to  date,  but  do  not  post  totals  nor  close  the  Cash  Book. 

12.  Reeei\ed  from  C.  D.  Rogers,  his  cheque  for  the  amount  of  his  bill  of  .Dec.  1,  less  returns  and  3% 

discount  on  the  remainder  of  the  bill. 
Sold  W.  C.  Malcolm  on  acct.,  4  Jardiniere  Stands,  #391,  @  $1.20  ;    5    Rattan  Rockers,    #  R46, 
@  $3.85;   3   Parlour  Cabinets,   #470,   @  $9.25;   3   Oak  Wardrobes,    #308,   @   $22  ;    6   Oak 
Washstands,  #  302,  @  $3.10  ;  4  Oak  Dressers,  #  301,  @  $7. 

13.  Received  from   the  Dominion   Furniture  Manufacturers,  an  invoice  of   ^Nldse.,   Dec.    10,  ^^/iq,  "/3Q, 

$275.30. 
Sold  to  R.  M.  Walker,  Havelock,  C.O.D.,  less  4%,  2  Bi-ass  Bedsteads,  #  201,  (ft  $24.75  ;   2  Parlour 
Suites,  #  454,  @  $20.50  ;  3  Dining  Tables,  #  374,  @  $7.20. 

14.  Ordered  from  McKinnon  &  Cole,  Woodstock,  a  bill  of  Furniture  amounting  to  $98.15.      Deducted 

their  regular  discount  of  2i%  and  enclosed  with  the  order  a  bank  draft,  purchased  by  cheque 

for  the  net  amount. 
Sold  to  J.   S.   Oliver,  ^i\^,  "/j^,  2   China  Cabinets,  #25,   @  $21.50;    4   Child's  Brass  Cots,    #207, 

@  $10.15  :  6  Kitchen  Tables  @  $2.35. 
Paid  freight  bill  to  date  by  cheque,  $10.20. 
Received  from   R.  Waldron,  his  cheque  for  $150  to  apply  on  his  bill  of  Dec.  5.      He  has  asked  us 

to  dnvw  on  him  at  30  daj-s  from  that  date  for  the  balance  of  the  bill,  less  discount,  on  the  part 

paid.     Draw  the  draft  and  leave  it  with  the  bank  for  collection. 

15.  Received  from  the  Thompson  Furniture  Co.,  an  invoice  of  Mdse.,  Dec.  12,  draft  at  15  da.,  less  2%, 

$299.60. 
Accepted  M.  Andrews'  draft  at  30  da.  from  Nov.  29  for  the  amount  of  the  invoice  of  that  date. 
Paid  the  blacksmith's  bill  for  repairs  and  horseshoeing  in  cash,  $4.25. 

16.  Sold  to  C.  D.  Rogers,  ^/j^,  "/g,,,  4  Morris  Rockers,  #  791,  @  $7.20  ;  2  Dining  Tables,  #  374,  @  $7.20 ; 

4  Bookcases,  #  338,  @  $7.50. 
W.  J.  Hammond,  Trenton,  has  written  us  saying  that  he  has  been  overcharged  $3  each  on  the 

Davenpoi-t  Sofa  Beds  bought  on  the  9th.     We  find  this  to  be  the  case  and  send  him  a  credit 

note  for  the  amount. 
Paid  salaries  for  the  half-month  by  cheque. 

17.  The  bank   reported   the   C.O.D.   sale  to  R.   ^f.   Walker  on  the    13th.   collected   and   credited,  less 

exchange  i'  . 
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Sold  to  K.  Gk)rdon,  3/j„,  "/go,  6  Parlour  Tables,  #458,  @  !$5.60:  4  Oak  Buffets,*  351,  @  $24.75; 

5  Oak  Wardrobes,  #308,  @  S22. 
Accepted  the  Tliompson  Furniture  Co.'s  draft  at  15  da.  from  Dec.  12  for  the  amount  of  the  invoice 

of  that  date,  less  returns  and  discount. 
Deposited  all  cheques  on  hand.     Credit  partners  with  salaries  for  the  haLf-montli. 
Post  up  to  date.      Close   the  Cash  Book.       Post   totals  and  take  off  a  Trial    Balance.       Prepare 

Statements. 
Close  the  books.     Bring  down  balances  in  private  accounts.      Do  not  close  Capital  Accounts. 


Insurance  paid  in  advance 
Rent  paid  in  advaiice   .... 


U.76 
45.00 


INVEXTORIES 

Merchandise  on  hand $1425.30 

Horse  and  Wayon SJfO.OO 

Office  Furniture JfZ.SO 

The  results  of  the  trading  have  not  been  satisfactory  to  the  partners,  and  the}'  have  agreed  to 
dissolve  partnership.  Neither  of  the  partners  wishes  to  continue  the  business,  and  it  has  been  decided 
to  convert  all  assets  into  cash  as  soon  as  possible  and  to  pay  off  all  debts.  The  books  are  then  to  be  closed, 
and  the  partners  are  to  be  paid  off  in  cash. 

Rule  up  a  Realization  and  Liquidation  Account  similar  to  the  one  shown  below  and,  by  Journal 
Entry,  close  all  assets  and  liabilities  now  standing  on  the  General  Ijcdger  into  this  account.  The  Cash 
Book  may  be  continued.    The  goods  from  McKinnon  A  Cole  have  just  been  received. 

Proceed  with  the  winding  up  as  follows  : 
Dec.  1 8.  Sold  the  stock  on  hand  to  R.  H.  Ballard  for  80  cents  on  the  dollar,   to  be  paid  for  in  cash. 
Mr.  Ballard  also  agrees  to  take  over  the  store  at  §90  a  nwmth,  and  to  pay  for  the  unexpired 
insurance  and  for  unexpired  rent  in  cash. 

Sold  the  Horse  and  Wagon  for  cash,  $325.  Sold  the  Office  Furniture  to  Mr.  Ballard  for  $25  cash. 
20.    Paid  all  BUls  Payable  in  cash,  a  discount  of  5%  per  annum  being  allowed  on  those  not  yet  due. 

Collected  all  BUls  Receivable,  less  discount  of  8%  per  annum  on  those  not  due. 
22.    Paid  in  fidl  all  outstanding  accounts.     Collected  in  full  all  accounts  due  us.     Deposit  all  cash  on  hand. 

Close  Realization  and  Liquidation  Account  to  the  Capital  Accounts. 

Close  the  Private  Accounts  to  the  Capital  Accounts. 

Pay  off  the  Partners  by  cheque  and  close  out  the  Cash  Book  and  the  Capital  Accounts. 


REALIZATION  AXD  LIQUIDATION  ACCOUXT 


19— 

Assets  to  be  Realized 

19— 

Liabil's  to  de  Liquidated 

Jan. 

2 

BUh  Receimbh       - 

374 

73 

Jan. 

.' 

Accounts  Payahle  ■ 

517 

S3 

A^ 

Accounts  Receivah/e 

loss 

50 

" 

.' 

BiUs  Payable 

641 

6S 

i 

Horse  and  Wagon  - 
Office  Fiimilure 

333 
40 

Assets  Realized 

2 

Insurance 

14 

05 

" 

..' 

Mdse.     .        .        -        - 

12S9 

16 

~ 

Mdse.  Inventory     - 
Liabilities  Liquidated 

1536 

43 

j^ 

\ 

Insurance 

Jlorse  and  Wagon  ■ 

Office  Furniture 

14 
325 

25 

05 

Jan. 

5 

Bills  Payahle 

641 

61 

" 

5 

Bills  Receivable 

374 

15 

10 

Accts.  Payable 

517 

25 

" 

10 
10 

Accts.  Receivable    - 
Loss  on  Realization: 

Stephen  |           199.69 
Warner  %           133.13 

1038 
SS2 

SO 
S? 

4497 

61 

4497 
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BILLING 

Generally  the  tenns  of  sale  in  any  business  apply  to  all  the  lines  of  goods  handled,  but  in  some  cases 
there  is  a  difference  both  as  to  the  rate  of  discount  offered  and  as  to  the  time  allowed. 

Where  a  sale  to  the  same  person  contains  different  time  or  discount  rates,  the  invoice  should  be  arranged 
to  show  the  proper  grouping  of  the  items,  see  illustration  page  62,  or  separate  invoices  may  be  made  out 
for  each  of  the  terms  of  sale. 

By  trade  arrangements  some  lines  of  goods  are  always  to  be  placed  on  separate  invoices.  This  rule 
applies  to  some  tobaccos  at  the  present  time. 

In  some  instances  there  is  a  scale  of  discounts  which  is  arranged  to  depend  upon  the  amount  of 
purchases  for  the  month.  Thus,  Sales  $25,  discount  allowed  1%,  Sales  $50,  discount  allowed  2%,  etc. 
Such  rates  need  not  appear  on  the  invoice  and  would  not  in  any  case  affect  the  form  of  it. 

In  the  sets  following,  Set  V.  Wholesale  Groceries,  is  arranged  to  illustrate  different  discount  rates  in 
the  same  sale.  The  terms  for  different  goods  may  vary  from  time  to  time  but  this  will  not  affect  the 
principle  involved. 

Invoices  vary  greatly  in  length,  and  to  meet  this,  firms  usually  provide  different  sizes  of  invoice 
forms: — half,  three-quarters,  and  full  size.  But  it  may  yet  be  necessary  to  use  two  or  more  pages  for  one 
invoice.  When  this  is  necessary  the  pages  should  be  carefully  arranged  and  numbered  so  that  if  separated 
at  any  time  they  may  be  reassembled  with  certainty. 

For  this  purpose  the  following  should  be  ob.served:  {a)  The  pages  should  be  numbered  consecutively. 
(6)  The  heading  of  the  first  page  should  show  full  statement  of  data  as  below,  (c)  The  headings  of  following 
pages  should  show:  Xame,  Date,  and  Order  No.      Other  data  may  be  omitted. 


WHOLESALE  DRY  GOODS  INVOICE 


T.  R.  WEBB  &  CO. 

WHOLESALE  DRY  GOODS 

St.  Catherines  St.,                         Montreal 

SOLD  TO  c.  ir.  IiA^rsA  y  a.-  co.                       date          oct.  ,'s,  i9~ 

ADDRESS  TORONTO                                                      ORDER  NO.  T?T(; 

Terms  :          30  du..   3%  in  10  dn.                                               SHIPPED  BY  C.  X.  H.  Freight. 

Case 

Marks 

Particulars 

1 

#  376 

<(c.w.rN 

10  pcK.  Serge 

0^,     ei,     r>7^,     6S,     7:2,     67^,     63,     69^,      7:?, 
7/3,  =  67^' 

.75 

509 

06 

IJ  pes.  Black  Cashmere 

Go';  67,  68'',  72,   7t\  73  =  417^ 

.45 

187 

99 

#  377 

J4pci 

.   Tweeds 

67^,  65^,  68,  66',  67,  64\  63,  6S\    72 
74  71,  75=,  6S^  =  96r- 

,    71\ 

.60 

576 

90 

1273 

95 

Date  Received  Xov.  -?,  l!)— 

Rec'dby  Jl.  11.           Checked  by    #5 

Freight  ,'/.?(/               Duty  .25.2. i:0 

Other  Charges    ^'        Entered  by  C.  N. 

Perpetual   Inventory  Page   1  .'J 
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WHOLESALE  GROCERIES  INVOICE 


P.  HAMILTON  &  CO. 

WHOLESALE  GROCERS 
Front  St.  -  -  Toronto 

SOLD  TO    -1//.'-  JI.  K.  HAKRISOX  DATE  ^-'l.V.  11,  19- 

ADDRESS  LISTOWEL  OUR  ORDER  NO.     377 

ONTARIO  YOUR  ORDER  NO.  ..'CS 

Terms;  SHIPPED  BY  ''.    X.    R. 


Terms  ;  J  mos. 

kf-ch.  Japan  Tea,  ea.  85  lbs.  net  =  510  lbs. 

hf-ch.  Y.  H.  Tea, 

82-15,  85-14,  s4-15=2ol-U  =  '207 

Terms  ;  30  da. 

c/s  Lobsters,  I's,  ea.  4  doz.,  per  doz. 

c/s  Sardines,  % '«,  ea.  100  tins,  per  case    - 


Date  Received  Jan.  14,  19 — 
Rec'd  by  C.  C.  Checked  by   #  ; 

Freight       0.~'5  Other  Charges 

Entered  by 

Perpetual  Inventory  Page 


.30 

153 

.40 

82 

SO 

235 

3.00 

36 

18.50 

92 

50 

128 

For  Exercise  on  Billing  use  Invoice  Sets  IV  and  V. 

OBTAINING  LOANS  FROM  THE  BANK 

When  a  firm  has  not  an  ample  supply  of  capital,  careful  financing  becomes  necessary  in  order  to  get 
the  greatest  value  out  of  funds  that  are  or  may  be  available. 

Sales  are  usually  made  on  definite  time  allowance.  Drafts  may  be  drawn  in  accordance  with  the 
terms  of  sale,  and  these  drafts  may  then  be  discounted  at  the  bank. 

Arrangements  may  be  made  with  the  bank  for  a  line  of  discount,  that  is,  a  limit  up  to  which  bills 
bearing  the  firm's  endorsement  will  be  accepted  by  the  bank  for  discount.  If  a  firm  should  at  any  time 
wish  to  discount  bills  to  an  amount  exceeding  the  limit  agreed  upon,  the  bank  would  ask  for  additional 
security.  This  might  be  given:  (a)  By  leaving  with  the  bank  and  provisionally  assigning  to  it  securities, 
such  as  bonds,  stocks,  mortgages.  These  are  described  as  collateral  security,  and  the  bank  acquii-es  the 
right  to  dispose  of  enough  of  them  to  cov'er  the  amount  of  any  bills  discounted  and  not  paid  when  due. 
No  bookkeeping  entry  is  necessary,  but  a  memorandum  should  be  kept  of  all  securities  so  left  with  the  bank. 

(6)  Instead  of  securities  such  as  the  foregoing,  other  drafts  may  be  left  with  the  bank  as  collateral. 
As  these  drafts  fall  due  they  will  be  collected  by  the  bank  and  credited  to  the  firm's  account.  This 
gradually  reduces  the  amount  of  collateral  held  bj'  the  bank,  and  should  the  amount  get  too  low  the  bank 
will  ask  to  have  it  increased. 

Drafts  as  collateral  are  transferred  to  the  bank  by  the  usual  blank  endorsement,  and  they  should 
therefore  be  entered  through  the  books.     The  following  entries  are  necessary  : 

i.  When  collateral  is  left  at  the  bank  :  Bank  Collateral  Dr., /Bills  Rec.  Cr. 
a.  When  any  of  the  bills  are  collected  :  Bank  Dr.,  Expense  Dr., /Bank  Collateral  Cr. 

Hi.  When  any  of  the  bills  are  dishonoured  :  Accts.  Rec,  (Personal  Acct  )  Dr., /Bank  Collateral  Cr. 

(c)  A  third  method  of  obtaining  a  loan  is  to  borrow  on  the  firm's  own  note  supported  by  collateral.  If 
the  collateral  were  in  the  form  of  drafts  the  following  entries  would  be  made  : 
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t.  When  the  loan  is  obtained  :  Bank  Dr.,  Int.  and  Disc.  Dr., /Bank  Loan  Cr. 
a.  When  the  collateral  is  handed  to  the  bank  :  Bank  Collateral  Dr., /Bills  Rec.  Cr. 
Hi.  When  collateral  is  collected  by  the  bank  :  Bank  Loan  Dr.,  Exp.  Dr., /Bank  Collateral  Cr. 
iv.  If  a  collateral  bUl  is  dishonoured  :  Accts.  Rec.  (Personal  Acct.)  Dr., /Bank  Collateral  Cr. 
When  bills  have  been  collected  to  cover  the  amount  of  the  firm's  note,  the  account  may  be  closed  out 
and  the  note  cancelled,  or  it  may  be  continued  by  a  new  note  to  be  covered  by  collateral. 

PAYMENTS 
When  goods  are  sold  subject  to  a  choice  of  terms,  as  for  example,  Nov.  3,  5%  in  10  da.,  3%  Ln  30 
da.,  net  60  da.,  they  are  charged  at  the  net  price.     The  purchaser  is  then  entitled  to  the  discount  of  5% 
if  he  remits  so  that  the  cash  is  received  on  or  before  Nov.  13,  or  to  the  discount  of  3%  if  the  cash  is  re- 
ceived on  or  before  Dec.  3. 

The  purchaser  may  not,  however,  be  able  to  pay  the  whole  bill,  and  he  is  then  entitled  to  the  discount 
on  the  part  paid — not  on  the  cash  payment,  for  the  discounts  are  on  bills  paid,  not  on  cash  payments. 
Thus,  if  a  purchaser  is  able  to  pay  $285  on  a  bill  on  which  the  discount  is  5%,  he  is  entitled  not  to  a  dis- 
count of  5%  on  $285  =  614.25,  but  95%  of  the  debt  paid  is  equal  to  §285,  100%  of  the  debt  paid  is  equal 
to  S300,  and  the  discount  is  therefore  815.  The  Journal  entry  for  the  foregoing  would  be  :  Cash  Dr.  S285, 
Disc,  off  Sales  Dr.,  Slo/Purchaser  Cr.  $300. 

Since  the  cash  discounts  are  usually  much  greater  than  the  actual  cost  of  borrowing  the  money  for 
the  time  in  question,  it  is  profitable  to  discoimt  any  notes  on  hand  in  order  to  rai.se  the  money  necessary 
to  earn  the  cash  discount.  For  example,  Nov.  10,  I  owe  H.  Walker  for  a  bill  of  goods  $600,  ^/j,,,  "/g^. 
I  have  on  hand  a  note  for  $365  wnich  has  25  days  stUl  to  run.  Nov.  10,  I  discount  this  note  at  the 
bank  at  7  %,  and  remit  the  proceeds  to  H.  Walker  to  apply  on  the  bill. 

(a)  The  interest  on  S365  at  7%  for  25  da.  =  1.75.     Proceeds  =  365  -  1.75  =  363.25_ 
(6)  The  discount  on  the  bill  of  goods  is,  3,^;  .-.   97%  of  the  debt  paid  =  363.25. 

100%       "  "  =374.48. 

Hence  the  di.scount  =  $11.23,  and  since  the  interest  on  the  borrowed  money  =  $1.75,   I  have 
gained  .?9.48  by  the  transaction, 
(c)   My  entries  would  be  as  follows  : 

1.  Cash  Dr.     363.25  11     2.    H.  Walker  Dr.        374.48 

Interest  and  Discount  Dr.  1.75  Discount  off  Purchases      Cr.  11.23 

BiUs  Receivable  Cr.  365.00    11  Cash  Cr.  363.25 

EXERCISES  ON  PAYMENTS 

1.  Dec.  5,  I  pay  John  Gregoiy  for  a  bill  of  goods  $850,  Dec.  3,  ^/j^,  "/^g.     Give  my  Journal  entry. 

2.  Dec.  7,  I  send  R.  A.  Walker  a  cheque  for  $750  to  apply  on  a  bill  of  goods  $1250,  Dec.  3, 
^/lO'  "/eo"     Give  my  Journal  entry. 

3.  Dec.  9,  I  draw  at  sight  on  H,  Brown  for  $600  and  remit  the  draft  to  C.  Mason  to  apply  on  a 
bill  of  goods  $1000,  Dec.  6,  ^/j^,  "/j^.     Give  my  Journal  entry, 

4.  Drew  on  A.  B.  Smith  for  $600  at  30  days  from  date,  and  remitted  the  draft  to  W.  Raymond, 
to  apply,  less  di.scount  at  7%  for  33  days,  on  a  bUl  of  goods  bought  3  days  ago,  terms  ^/j^,  "/g,,.  Give  my 
Journal  entries.     How  much  do  I  gain  by  the  trarusaction  1 

5.  I  hold  a  note  for  $600  made  by  W.  Chester  in  my  favour  Dec.  2,  at  2  months.  On  Dec.  211 
discount  it  at  the  bank  at  7%,  and  remit  the  proceeds  to  H.  Adams  on  a  bUl  of  goods  on  which  I  am 
entitled  to  a  discount  of  4%.     Give  my  Journal  entries.      Find  my  gain. 

6.  Received  from  H.  Green  a  sight  draft  on  W.  Jones  for  $260  and  a  cheque  for  $340,  to  apply  on 
a  debt  on  which  he  is  entitled  to  a  discount  of  3V.     Give  mv  Journal  entry. 
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7.  Received  from  H.  Adams,  a  draft  for  1300  on  M.  Good,  drawn  at  30  days'  sight  and  accepted 
yesterday,  also  a  cheque  for  $40(L  These  are  to  be  apphed,  less  33  days'  discount  at  7'%  on  the  draft,  on 
a  bill  of  goods  on  which  there  is  a  discount  of  2%.     Give  my  Journal  entry. 

\/V  8.  Had  my  note  at  60  days  discounted  at  the  bank  at  7%.  The  note  was  endorsed  by  G.  Moon, 
and  was  drawn  for  such  an  amount  that  the  proceeds  would  buy  a  bank  di-aft  (exchange  ^%)  to  pay  for  a 
bill  of  goods  $1250,  less  discount  4%.     Give  my  Journal  entries. 

9.  My  total  purchases  for  the  year  have  been  $J_0^)0.  The  avei-age  terms  have  been  ^/j^,  °/^^^. 
How  much  would  I  gain  in  the  year  by  discounting  at  7%  notes  with  60  days  to  run,  including  days  of 
grace,  so  as  to  secure  the  cash  discount  on  all  purchases  ? 

10.  Wrote  a  cheque  for  $938.42  to  pay  for  a  draft  pui-chased  at  |%  discount,  which  I  remitted  in 
payment  of  a  bill  of  goods  less  85%  discount.     Give  my  Journal  entry. 

11.  I  have  an  overdraft  at  the  bank  of  $750.  The  bank  asks  for  a  note  to  cover  the  overdraft. 
It  is  agreed  that  the  note  shall  be  drawn  at  3  mos.  from  Dec.  18  and  that  the  discount  rate  shall  be  6%. 
I  am  to  leave  with  the  bank  as  collateral  Bills  Receivable  to  the  amount  of  $10^0.  Give  my  journal 
entries. 

12.  On  Feb.  20,  $600  of  the  collateral  bills  in  question  11  are  paid  in  cash,and  one  bill  for  $120 
falls  due  and  is  dishonoured.      Give  my  entries. 

13.  Discounted  my  own  note  for  $2500  at  the  bank  and  left  Bills  Receivable  $3000  as  collateral. 
The  bank  charged  $25  discount. 

Ten  da3"S  later  $1000  of  the  collateral  bills  were  paid,  and  one  bill  for  $250  was  dishonoured  and 
charged  back.  At  maturity  of  my  note  the  remaining  $1750  of  collateral  have  been  collected,  and  my 
note  is  retired.     Give  my  entries. 

14.  Discounted  at  the  bank  Bills  Receivable  $800,  the  bank  charging  $9.00  discount.  Sixty  days 
later  the  bank  notifies  me  that  $600  of  the  above  notes  have  been  paid.  The  rest  have  been  dishonoured 
and  charged  back.     Give  my  entries. 

15.  H.  Adams  owes  you  for  a  bill  of  goods,  $350.  You  draw  on  him  at  10  days  for  the  amount, 
less  3%  cash  discount,  and  discount  the  draft  at  the  bank  at  7%  exchange  ^%.  Four  days  later  the 
draft  is  returned  to  you  dishonoured,  and  is  charged  back  to  you  by  the  bank,  less  the  discount  for  the 
remaining  9  days. 

Make  your  Journal  entry. 

16.  C  Hall  owes  you  on  acct.  $150,  and  you  hold  a  note  against  hin\  for  $425  at  30  days,  with 
interest  at  6%.  The  note  falls  due  to-day  and  is  permitted  to  go  to  protest.  You  pay  the  protest  fee  in 
cash,  $1.09.  Hall  fails,  paying  75  cents  on  the  dollar,  and  you  receive  a  cheque  in  settlement  of  his 
indebtedness  to  you. 

Make  your  Journal  entry. 

17.  Dec.  1.  You  render  statements  of  accounts  as  follows  :  R  Waldi-on,  $75.60;  C.  James,  $64.20; 
F.  Smith,  $121.30;  D.  Pollock,  $92.20.  You  draw  at  30  da.  from  Dec.  1  for  these  amounts  and  discount 
the  drafts  at  the  bank  at  7%,  exchange  45c.  Dec.  5  the  draft  on  C.  James  is  retm-ned  to  you  dishonoured, 
and  on  Dec.  7  the  draft  on  D.  Pollock  is  also  returned  dishonoured,  both  having  been  charged  back  to 
your  account  by  the  bank.  Dec.  31  you  make  a  statement  to  the  bank  of  the  overcharge  of  interest, 
and  receive  credit  for  the  amount.     Make  your  Journal  entries. 
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GOODWILL 

Goodwill  may  be  described  as  a  value  placed  upon  the  established  reputation  and  connection  of  a 
business.     It  may  arise  out  of  : 

(a)  The  reputation  acquired  by  the  article  dealt  in. 

(b)  Especial  advantages  enjoyerl,  whether  of  location,  copyright,  trademark,  monopoly,  etc. 

(c)  The  personality  or  reputation  of  a  member  or  members  of  the  firm. 

The  value  is  determined  by  earning  powers  and  has  been  variously  estimated  for  different  types 
of  business,  or  for  any  type  of  business  under  different  circumstances.  For  a  wholesale  or  retail  trading 
business  from  one  to  three  years'  profits  would  be  considered  a  fair  value,  the  profits  being  taken  as  average 
net  profits  after  expenses  of  management,  including  salaries  of  partners,  had  been  provided  for. 

AS  TO  GOODWILL  ON  THE  BOOKS 

1.  There  would  seem  to  be  no  useful  meaning  to  Goodwill  Account  on  the  books  of  a  single 
proprietor.  Neither  the  actual  worth,  the  value  for  purposes  of  credit,  nor  the  earning  power  could  be 
affected  thereby.     Moreover,  the  value  could  only  be  realized  by  disposing  of  the  business. 

2.  In  a  partnership  the  question  of  goodwill  on  the  books  may  arise  either  on  the  admission  of  a 
new  partner,  or  on  the  withdrawal  by  death  or  otherwise  of  a  partner.  In  either  case  there  is,  in  effect, 
a  sale  with  the  consequent  revaluation  of  the  assets. 

The  goodwill  must  be  taken  into  consideration  when  the  revaluation  takes  place,  but  it  may  either  be 
omitted  from  the  books  or  entered  on  the  books  and  then  written  off:  i.  Out  of  profits,  as  an  appropria- 
tion of  profits  extending  over  three  to  five  years,  or,  ii.  Out  of  capital  at  once,  thus  reducing  the  capital 
to  what  it  would  have  been  had  the  value  of  goodwill  not  been  added. 

3.  In  the  organization  of  a  Joint  Stock  Company  from  a  partnership,  goodwill  is  placed  upon  the 
books  to  give  the  agreed  value  to  the  assets;  but  there  is  objection  to  writing  it  off  as  in  a  partnership,  for 
if  written  off  out  of  profits,  dividends  are  to  that  e.xtent  reduced.  It  is  usual  to  accmnulate  a  reserve  to 
strengthen  the  standing  of  the  business,  and  if  goodwill  is  written  off  out  of  profits  this  would  be  equivalent 
to  accumulating  a  further  reserve,  and  making  a  consequent  double  demand  on  profits  before  dividends 
would  become  available. 

TREATMENT  OF  GOODWILL  ON  THE  BOOKS 

1.      Upon  the  admission  of  a  partner. 

(o)  The  firm  may  have  suflicient  capital  and  only  wish  to  add  strength  to  the  management.  Then 
the  incoming  partner  would  pay  the  former  members  of  the  firm  directly  and  not  intc  the  business,  for  the 
agreed  proportion  both  of  capital  and  of  goodwill. 

Example.  A  and  B  are  partners  with  capital  $30000  each.  They  value  goodwill  at  $1.5000  and 
admit  C  a.s  equal  partner  upon  paying  to  A  and  B  outside  the  business  such  sum  as  will  entitle  him  to  i 
interest. 

Here  the  total  capital  as  adju.sted  would  he  §30000  -I-  830000  +  $15000  =  $75000.  Each  J  would  be 
$25000.  O  would  then  pay  over  to  A  and  B  $25,000  in  equal  proportion  outside  the  business  and  the 
entries  on  the  books  would  be  : 


i.   Ushiy  Goodwill  Account. 

A 5000 

B 5000 

Goodunll 15000 

C 35000 


ii.  Not  lishu)  Goodwill  Account. 

A 10000 

B 10000 

C 20000 

Note: — The  total  capital  without  Goodunll 
would  be  $60000,  but  C  would  pay  -$25000. 
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(6)  The  firm  may  wish  both  to  increase  the  capital  and  to  strengthen  the  management.  Then  the 
incoming  partner  would  pay  into  the  business  enough  to  make  his  capital  equal  to  the  agreed  amount. 

Thus  using  the  previous  illustration  but  paying  the  money  into  the  business  G  would  have  to  pay 
in  one-half  of  $75000,  that  is  $37500,  and  the  entries  would  be  : 


Usimj  Goodwill  Account. 

Goodwill 13000 

A 

B 

Cash 37500 

C 


roOO 
7500 


S7500 


ii.   Not  using  Goodurill  Account. 

Cash 37.'i00 

A 2500 

B 2500 

C S2500 

Note  : — Capital  without  Goodwill  would  be 

$97500,  each  $32500,  hut  C  would  pay  $37500. 

(c)  There  may  be  an  adjustment  of  values  of  assets  in  addition  to  an  amount  to  be  paid  for  goodwill. 

Suppose  Adams  &  Brown  are  partners,   sharing  §  and  ^  in  profits.      Their  standing  is  :  Cash  $600, 

Accts.  Rec.  $5600,  Mdse.  89000,  Real  Estate  $7500,  Furniture  $800,  Accts.  Pay.  $.3500,  Adams'  Capital 

$12000,  Brown's  Capital  $8000. 

They  admit  Cameron  on  the  following  agreement: — There  is  to  be  a  reserve  of  $400  for  bad  debts, 
Mdse.  is  revalued  at  $8000,  Real  Estate  at  $7200  and  Furniture  at  $500.  Cameron  is  then  to  pay  in 
$5750  and  receive  therefor  a  i  interest  in  the  business,  Adams  i  Brown  sharing  in  the  remaining  ^  in  the 
same  proportion  as  before,  2  to  1. 

It  would  first  be  necessary  to  prepare  a  balance  sheet  for  Adams  &  Brown  incorporating  the  adjust- 
ments. Cameron  pays  .$5750  for  a  \  interest,  tlie  remaining  ^  would  therefore  be  valued  at  $23000, 
which  would  give  a  net  profit  for  Adams  &  Brown  of  $3000,  making  their  present  capitals — Adams' 
$14000,  Brown's  $9000.     The  balance  sheet  would  stand  : 


Gash 

Acct.  Receivable 5600 

Less  Reserve 400 


Mdse 

Real  Estate . 
Furniture. 
Goodwill  . 


600 


5200 
8000 
7200 
500 
5000 

26500 


Acct.  Payable  .  . 
Adams'  Capital 
Brown's  Capital 


3500 

HOOD 

9000 


26.500 


(6)  Cash 5750 

Cameron 5750 


Cameron  now  pays  in  cash  $5750  which  would  require  the  following  entries  : 

i.   Using  Goodwill. 

(a)  Goodwill 5000 

Reserve  for  Bad  Debts.  .  .  .  4-00 

Mdse 1000 

Real  Estate 300 

Furniture 300 

Adams'  §  gain 2000 

Brown's  \  gain 1000 

ii.  Not  using  Goodwill,  the  Capitals  would  be  $5000  less,  \  being  deducted  from  Cameron's  and 
|.  from  Adams  &  Brown's  in  the  proportion  2  to  1,  i.e.  $2666.67  and  $1333.33,  leaving  Adams 
$11333.33,  Brown  $7666.67,  Cameron  $4750,  and  requiring  the  entries: 
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{b)  Cash 3750 


Adams 

Brmmi 

Cameron    ...       

For  Cameron's  Inr^estmeu  t . 


666.67 

33:133 

4750.00 


(a)  Adatns ISSS.SS 

Brown 666.67 

Eec.  Bad  Debts 400 

Mdse 1000 

Real  Estate. 300 

Furniture 300 

Ftir  Adjustment  of  Assets .  . 
2.      Upon  the  death  or  withdrawal  of  a  partner,  goodwill  should  be  valued  according  to  the  terms  of 
the  partnership  agreement  or  bj-  .special  valuation.     Only  the  partner's  share  need  be  placed  on  tlie  books, 
the  entry  being,  Goodwill  Dr., /Partner's  Capital  Account  Cr. 
For  e.xercise  see  number  5  to  10,  page  69. 

BAD  DEBTS 

When  a  customer  fails  and  the  firm  suffers  a  loss,  the  amount  of  the  loss  is  charged  not  directly  to 
Loss  and  Gain  account  but  to  Bad  Debts  account. 

At  the  end  of  an  accounting  period  there  may  be  on  the  books  some  accounts  which  in  all  probabihty 
will  not  be  coUected  in  full.  It  is  usual  to  provide  for  loss  arising  out  of  such  doubtful  accounts  by  setting 
aside  in  a  reserve  account,  out  of  profits  an  amount  sufficient  to  cover  the  anticipated  loss.  Tlie  amount 
is  usually  stated  as  a  percentage  of  the  accounts  on  the  books. 

At  the  time  of  closing  the  books  these  two  accounts  should  be  combined.  The  Bad  Debts  account, 
which  shows  the  amount  actually  written  off  during  the  year,  should  first  be  closed  to  the  Reserve 
account.  The  amount  to  be  carried  forward  should  be  calculated,  and  this  also  should  be  charged  to  the 
Reserve  account.  The  balance  of  the  Reserve  account  would  then  show  the  amount  to  be  charged  to 
Loss  and  Gain  account,  on  account  of  bad  debts  for  the  year,  and  it  should  be  entered  :  Loss  and  Gain 
Dr., /Reserve  for  Bad  Debts  Cr.     The  account  may  then  be  ruled  up  and  the  balance  brought  down. 

Since  the  percentage  used  would  be  the  same  from  year  to  year  and  the  accounts  on  the  books 
approximately  so,  the  net  result  would  be  to  charge  to  Loss  and  Gain  yearly  the  amount  of  bad  debts 
actually  written  off,  and  this  is  what  is  required  for  the  income  tax  statement.  By  rulings  under  the 
Income  Tax  act  firms  are  being  permitted  to  carry  a  reserve  for  bad  debts  and  indeed  to  build  it  up  to 
10%  of  their  Accounts  Receivable. 

Illustration.  Outstanding  accounts  Jan.  1,  §30000,  Dec.  31,  §32000.  The  reserve  for  bad  and 
doubtful  debts  uniformly  5%  of  accounts  on  the  books  at  the  end  of  the  year.  Bad  debts  written  off 
during  the  year  $730.      Show  the  Bad  Debts  account  and  the  Reserve  for  Bad  Debts  account  for  the  year. 


Dr. 

BAD  DEBTS 

Cr. 

If)— 
Dec. 

31 

W'rilten  off          -          -          - 

7.i0 
730 



10^ 
*Dtc. 

■30 

To  Ben.  for  Bad  DtU^ 

730 

730 

Dr. 

liESERVE  FOR  BAD  DEBTS 

Cr. 

Dec. 

31 
31 

Bad  Debts 
Bal.  Forward     ■ 

730 
1600 

r.i- 

Jan. 
*Dec. 

31 

Forward    -         ■         -         ■ 
To  Loss  and  Gain 

B'll.  Forward    ■ 

1300 
830 

S330 

2330 

1  X»-<-. 

31 

1600 
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TO   ADJUST   INTEREST   ON   CAPITAL   BETWEEN    PARTNERS 

Interest  on  capital  invested  may  be  adjusted  between  partners  in  either  of  two  ways  : 

1.  It  may  be  charged  to  Interest  account,  and  credited  to  the  partners  in  their  private  accounts. 
It  will  then  be  carried  from  interest  to  loss  and  gain,  and  there  divided  between  the  partners  in  the 
manner  agreed  upon  for  net  gains  or  losses. 

Thus,  if  A  and  £  are  partners  sharing  gains  and  losses,  A  §,  J>  -J-,  and  at  the  close  of  the  \-ear  there 
is  interest  due  on  capital  to  A  S75,  and  to  B  $60,  entries  would  be  made  as  follows  : 
Interest       Dr.        13.5 

A  (private  account)        Cr         §75 
£  (private  account)        Cr.  60 

The  interest  account  would  then  be  closed  to  loss  and  gain  : 
Loss  and  Gain        Dr.        135 

Interest       Cr.        135 

And  the  loss  anil  gain  account  would  be  closed  to  the  private  accounts  : 
A  (private  account)        Dr.        90 
£  (private  account)        Dr.        45 

Loss  and  Gain       Cr.        135 

This  method  puts  the  interest  through  the  books  just  as  if  it  had  been  an  expense  of  running  the 
business. 

2.  It  is  lield  by  some  accountants  that  interest  on  capital  should  not  be  regarded  as  a  cost  of 
carrying  on  the  business,  and  that  it  should  be  adjusted  without  passing  it  through  the  interest  and  loss 
and  gain  accounts.  Thus,  in  the  question  worked  by  the  above  method,  A  is  credited  with  interest  on 
capital  $75  and  later  charged  with  his  share  of  the  loss  $90,  making  a  net  debit  of  $15.  B  is  credited 
with  interest  on  capital  $60  and  later  charged  with  liis  share  of  the  loss  $45,  making  a  net  credit  of  $15. 
The  whole  matter  may  therefore  be  adjusted  through  the  private  accounts  without  appearing  as  a  cost  to 
the  business,  thus;  A  (Priv.  Acct.)  Dr.  .$15, /B  (Priv.  Acct.)  Cr.  $15. 

Similarly,  adjustment  for  the  omission  of  a  transaction,  or  for  the  re-arrangement  of  capital,  may  be 
made  through  the  partner's  accounts. 

For  example,  A  and  £  are  partners,  sharing  gains  and  losses,  A  ^,  £  f.  The  books  have  been 
clo.sed,  and  it  is  then  discovered  that  an  invoice  of  goods  bought  from  T.  Ross,  $360,  and  included  in 
the  inventory  at  stock-taking,  has  not  been  charged  to  Mdse.  account,  nor  credited  to  Ross.  The 
omission  may  be  adjusted  through  the  capital  accounts  thus  : 

A  Dr.  $216 

£         Dr.  144 

T.  Ross         Cr.  360 

EXERCISE    ON    ADJUSTMENTS   BETWEEN   PARTNERS 

1.  A  and  £  aie  partners,  sharing  gains  and  losses  in  the  proportion  ^  and  |.  A's  investment  is 
$7500,  -5's  $10000.  Each  is  allowed  interest  at  6%  on  capital.  Make  the  entry  to  adjust  this  through 
capital  accounts. 

2.  A,  £  and  C  are  partners.  They  share  gains  and  losses  as  follows  :  A  \,  £  ^,  Ch  A'a  invest- 
ment is  $6000,  £'s  $5000,  C's  $12000.  Allow  each  interest  at  4%  on  capital,  and  make  the  entry  to 
adjust  through  capital  accounts. 
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3.  A,  B,  C  and  D  are  partiieis,  sharing  gains  and  losses,  A  I,  B  ^,  C  \,  D  \.  A'%  investment  is 
85000,  ^'s  SfiOOO,  r."s  S9000,  Z>'s  SI  3000.  Allow  interest  at  4%  on  capital,  and  adjust  through  capital 
accounts. 

4.  A  invested  Jan.  1,  S8000,  and  withdrew  May  1,  $750,  Oct.  1,  $400  ;  B  invested  Jan.  1,  $6000, 
and  withdrew  June  1,  $500;  C  invested  Jan.  1,  $10000,  and  withdrew  April  1,  $900,  Aug.  1,  $600. 
They  share  net  gains  and  losses  equally.  Allow  each  interest  at  6%  on  investment,  and  charge  the  same 
rate  on  withdrawals.     Make  the  entry  to  adjust  the  interest  at  the  end  of  the  year. 

5.  A  and  B  are  equal  partners  in  a  Lumber  business,  with  capital  $20000  each.  They  value  the 
goodwill  of  the  business  at  $10000.  They  agree  to  admit  C  and  D  as  equal  partners  upon  payment  to 
A  and  B  of  such  sums  as  will  entitle  each  of  them  to  a  J  interest  in  the  business. 

(a)  Make  the  Journal  entry  to  adjust. 

(6)  If  C  and  D  had  paid  into  the  business  cash  sufficient  to  entitle  them  to  a  J  interest,  what  would 
have  been  the  Journal  entry  1 

6.  A,  B  and  C  are  partners,  with  capital  $24000,  $30000,  $32400  respectively.  They  agree  to 
admit  D  as  partner  upon  his  paying  into  the  business  cash  sufficient  to  entitle  him  to  a  ^  interest.  A,  B 
and  C  then  decide  to  pay  and  receive  such  sums  among  themselves  as  will  make  them  equal  in  capital. 

(a)   Make  the  entry  for  the  admission  of  D. 
(6)   Make  the  entry  for  adjustment  among  A,  B  and  C. 

(c)  If  the  money  had  been  paid  into  and  out  of  the  business  in  the  adjustment  between  A,  B  and  C, 
what  would  the  entrj-  have  been  ? 

7.  Jan.  1,  A  begins  business  with  cash  $3600,  which  he  has  borrowed  on  his  note  at  one  month. 
Feb.  4,  he  admits  £  as  a  |  partner  upon  payment  of  the  note.     Give  the  Journal  entry. 

8.  A  owns  a  business  worth  $40000.  He  requires  more  capital,  and  he  agrees  to  admit  B  and  C 
as  partners,  each  to  have  \  interest  in  the  business,  upon  their  paying  into  the  business  $25000  each 
and  paying  A  a  cash  bonus  of  $10000  each.      Give  the  Journal  entry. 

9.  Following  is  the  standing  of  J.  Frazer  at  Dec.  31, — Cash  $400,  Accounts  Receivable  $5000, 
Bills  Receivable  S4000,  Mdse.  $3000,  Land  and  Building  $8000,  Accounts  Payable  $3000,  Bills  Payable 
$2400,  J.  Frazer  Capital  $15,000. 

On  Jan.  1  of  the  next  year  he  admits  P.  Wilson  as  equal  partner,  Wilson  paying  $18000  for  a  half- 
interest,  $4000  of  which  he  pays  to  Frazer  personally  and  $14000  of  "which  he  pays  into  the  business. 

Make  the  necessary  entries  and  prepare  the  balance  sheet  of  the  firm  (as)  Using  Goodwill  Acct.; 
(h)    Not  using  Goodwill  Acct. 

10.  A.  Smith  owns  a  business  showing:  Mdse.  $50000:  Cash  $12000;  Buildings  $1-5000  ;  Book 
debts  $3000;  Creditors  $10000;  Smith's  Cap.  $70000. 

He  admits  Mills  and  Nicholson  as  equal  partners  on  the  following  terms  :  The  Mdse.  is  revalued 
at  $45000,  the  buildings  at  $14000,  and  10  %  is  allowed  on  book  debts.  Mills  and  Nicholson  are  then 
to  pay  into  the  business  $30000  each  and  a  cash  bonus  to  Smith  of  $16000  ea,ch. 

Make  the  entries  (a)  Using  Goodwill  Acct.;  (6)  Not  using  Goodwill  Acct. 

THE  EXPENSE  LEDGER 

In  dealing  with  Expense  it  is  common  practice  to  keep  but  one  Expense  Account  in  the  General 
Ledger.  Details  are  shown  in  analysis  .sheets  as  on  page  71.  The  Cash  Book,  Purchase  Book,  and  if 
need  be,  the  General  Journal  are  provided  with  a  special  column  for  expense,  and  the  totals  of  these 
columns  are  {)<)sted  to  the  General   Expense  Account  in  the  General  Ledger.      The  items  in  all  of  these 
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columns  are  entered  on  one  analysis  sheet.  This  sheet  hecomes  the  Expense  Ledger.  Each  column 
is  in  reality  a  Ledger  account,  and  the  General  Expense  Account  in  the  General  Ledger  is  the  control 
account  for  it. 

The  Expense  Ledger  is  not  therefore  a  Ledger  of  the  usual  form,  but  it  consists  of  an  analysis  sheet 
for  each  month  and  a  summary  sheet  for  the  year.  The  total  of  all  columns  must  prove,  month  by  month, 
with  the  total  of  the  General  Ledger  Account.  The  usual  form  of  summary  appears  below  the  analysis 
sheet,  page  71.     An  optional  form  is  given  at  the  bottom  of  this  page. 
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DEPARTMENTAL   ACCOUNTS 


When  a  business  is  divided  into  departments  under  separate  management,  it  is  desirable  that  the 
results  of  the  trading  in  each  department  should  be  shown  separatelj'.  This  is  done  with  vaiying  degrees 
of  completeness,  from  the  simple  division  of  the  trading  account  showing  costs  and  sales  with  gross  profits 
by  departments,  to  the  complete  analysis  both  of  trading  and  of  expenses  and  showing  net  profits  by 
departments  as  well  as  gross  profits. 

To  show  the  gross  profits  by  departments  it  is  necessary  to  keep  a  separate  purchase,  sales,  and  in- 
ventory account  for  each.  The  purchases  and  sales  may  be  posted  to  these  from  special  columns  in  the 
purchase  and  sales  books.  The  freight  should  be  entered  through  the  purchase  book  and  distributed  to 
the  special  columns.  It  will  then  be  posted  with  the  Invoice  Book  totals  to  the  Department  accts.,  and 
from  the  Freight  column  total  to  the  Cr.  of  Freight  acct.  It  will  also  be  posted  from  the  Cash  Book  to 
the  Dr.  of  Freight  acct.,  thus  balancing  the  Freight  account  in  the  Ledger. 

Rebates  and  returned  goods  may  be  charged  or  credited  directly  to  the  proper  department  through 
the  Journal,  or  separate  books  may  be  kept,  namely  "  Rebates  and  Returned  Goods  Dr."  book,  and  "  Re- 
bates and  Returned  Goods  Cr."  book,  each  with  special  columns  for  the  various  departments.  Posting 
to  the  Purchases  and  Sales  accounts  from  these  books  will  be  done  monthly,  just  as  is  done  from  the  Pur- 
chase and  Sales  books. 

A  second  method  of  dealing  with  Departmental  accounts  is  to  have  only  one  set  of  accounts  in  the 
Ledger  showing  gross  trading  results,  and  to  use  the  analysis  sheet  for  the  detailed  statement  as  was  done 
"with  Expenses.      This  method  is  best  for  a  business  having  a  large  number  of  departments.      See  page  9.5. 
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EXPEXSE  AXALYSIS  .STJ/J/.-li?r,    19— 


Deliver}/ 
Advertising  - 
Travelling  Expenses 
Etc.       ■ 


Total  Jan. 

Total  Feb. 

Total  2  mos. 
Jan.  &  Feb. 

Total  March 

Total  3  mos. 
to  March  31 

13 

20 

15 

60 

S8 

80 

16 

20 

45 

11 

70 

U 

80 

S6 

50 

18 

50 

45 

71 

68 

SO 

139 

50 

7S 

211 

50 

Note. — The  analysis  sheet  may  be  totalled  for  purposes  of  comparison  as  often  as  desired,  and  a  summary  sheet 
should  also  be  prepared,  making  thirteen  sheets  for  the  year. 

The  summary  sheet  may  be  ruled  the  same  as  the  others  or  it  may  be  ruled  with  twenty-four  columns,  as  indicated 
in  b  above,  and  it  would  then  show  cumulative  cost  from  month  to  month. 

The  principle  of  the  analysis  sheet  may  be  applied  to  other  accounts,  with  such  detail  as  may  be  desired  in  each 
case. 

It  will  be  observed  that  the  inventories  at  Jan.  1  are  added  to  the  yearly  totals  if  they  represent  assets,  but 
deducted  if  they  represent  liabilities,  and  that  at  Dec.  31  they  are  deducted  if  they  represent  assets  and  added  if 
they  represent  liabilities.  These  are  entered  so  that  the  summary  sheet  may  furnish  the  data  necessary  for  the 
financial  statement. 

The  inventories  are  entered  in  separate  items  in  the  Ledger  through  the  General  Expense  account,  if  that  accouDt 
is  not  distributed,  but  through  the  subordinate  accounts  if  distribution  has  been  made. 
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1\ 


Date 

\ 
Deliv- 
ery 

Adv. 

1  Trav. 
Exp. 

.1 

■a 

Rent 

Light 
and 
Fuel 

s 

3 

a 

II 

§1 

■§ 

■3 

^'' 

m 

i-< 

m 

M 

H 

a 

OQ 

Jan. 

S 

15 

60 

4  20 

s 

1 

20 

2 

10 

7 

1 

20 

2 
S 

15 
15 

15 

- 

20 
20 

- 

2 

10 

— 

- 

60 

- 

— 

- 

— 

- 

— 

- 

80 

- 

4 

20 

— 

- 

— 

20 

10 

12 

35 

5 

15 

11 

2 

15 

1 

5 

in 

1     S 

35 

3 

30 

u 

S 

15 

3 

25 

12 

25 

20 
20 

- 

1 
1 

75 
75 

— 

- 

— 

- 

3 

15 

20 
20 

- 

— 

- 

20 

- 

3 

30 

5 

•- 

— 

20 

16 

IS 

50 

1 

20 

17 

4 

SO 

1 

15 

19 

4 

10 

1 

60 

n 

1 

30 

20 

20 

gs 

5 

GO 

4 

10 

IS 

14 

50 

20 

- 

1 

15 

— 

- 

— 

- 

1 

25 

— 

- 

— 

- 

20 

- 

3 

80 

— 

- 

— 

Hd 

S 

10 

3 

S6 

2 

20 

4 

30 

SS 

1 

15 

20 

30 

4 

25 

2 

20 

14 

20 

1 

25 

20 

4 

SO 

3 

SO 

16 

35 

1 

75 

10 

31 

— 

— 

- 

16 

25 

— 

- 

1 

75 



— 



- 

— 

- 



— 

— 

— 

- 

4 
4 

60 
60 

10 



— 

Totals  for 

Month 

IS 

SO 

11 

70 

71 

80 

6 

75 

60 

4 

40 

20 

SO 

19  20\ 

IS 

— 

=^ 

^^ 

^ 

^^ 

^^^ 

^= 

'^^ 

— 

^^^ 

— 

^^ 

— 

— 

— 

=^ 

— 



— 

^ 

= 

=^ 

=\ 

^= 

= 

= 

— 
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EXPEXSE 

A  XA  LYSIS 

SUMMARY, 

19 

- 

Month 

Deliv- 
ery 

Adv. 

Trav. 
Exp. 

1 

1^1 

til 

•c 

5 

i 
Rent 

Light 
and 
Fuel 

5 

3 

c 

C 

f 

& 

Totals 

Janvary 
February 

Etc. 

Totalsfor 

Year 

Inventories 

Jan.  1 

Inventories 
Dec.  SI 

IS 
14 

17S 
172 

172 

20 

60 

10 
10 

10 

11 
13 

162 
L7 

m 

154 

70 
10 

30 
60 
70 

70 

71 
68 

810 
L9 
800 
LlO 

810 

40 

60 
20 
SO 

80 
80 

960 
960 
960 

- 

6 

77 

'77 

75 
25 

W 
10 
10 

— 

- 

60 
60 

720 
720 
720 

4 
5 

55 

55 
A4 
50 

40 

60 

10 

10 
60 
50 

20 

45 
A5 
50 
A  10 
40 

00 
00 

- 

- 

80 
80 

960 
960 

960 

- 

19 

21 

230 
230 

230 

20 
20 

18 
10 

95 
95 
95 

- 

" 

- 

384 
369 

25 
75 

~r\ 

1     1 

~~ 
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MERCHANDISE    PURCHASES 


There  are  several,  more  or  less  satisfactory,  methods  of  rlealing  with  purchases.  Two  typical  meth- 
ods may  be  outlined. 

1.  The  Invoices,  when  received,  are  placed  on  a  provisional  file  till  the  goods  they  represent  have 
been  delivered.  The  goods  are  then  carefully  checked  by  the  invoice,  and  errors  or  omissions  are  noted. 
An  entry  is  then  made  in  a  Daily  Memorandum  book  under  the  date  on  which  the  invoice  must  be  paid 
to  secure  the  discount,  and  the  invoice  is  filed  away  in  the  order  in  which  it  has  been  checked.  At  the 
end  of  the  month  all  the  invoices  for  the  month  are  grouped  according  to  the  firms  from  which  they  are 
received,  and  in  the  order  of  their  dates,  and  arranged  alphabetically,  and  they  are  then  entered  in  the 
Purchase  Book.  They  are  posted  from  this  book  in  totals  to  the  credit  of  the  creditors'  accounts,  and  in 
"rand  total  to  the  debit  of  Merchandise  Purchases  account,  and  if  the  Ledger  is  self- balancing,  also  to 
the  credit  of  Accounts  Payable  accounts.      For  form  see  pages  74  and  75. 

2.  The  Invoices,  when  received,  are  placed  on  a  provisional  file  till  the  goods  they  represent  have 
been  delivered.  The  goods  are  then  carefully  checked  by  the  invoice,  and  errors  or  omissions  noted.  The 
invoices  are  next  given  consecutive  numbers  and  entered  in  a  Purchase  Register.  This  book  varies  very 
much  as  to  the  amount  of  detailed  information  entered,  but  it  should  contain  at  least  terms,  due  date, 
or  due  dates,  and  amounts,  and  may  hav^e  in  addition  to  this  columns  for  cash  discounts  and  for  net 
amount,  and  also  columns  for  distribution  to  departments.  After  having  been  entered  in  this  book  the 
invoices  are  filed  in  consecutive  order. 

jfOTB. — The  form  of  blank  book  into  which  the  invoices  were  pjisted,  and  which  was  once  commonly  used,  has 
been  almost  entirely  replaced  by  some  method  of  filing. 

MERCHANDISE   SALES 

V  1.    Retail.     The  first  record  of  a  sale  is  the  counter  check,  which  is  made  out  in  duplicate,  one  copy 

for  the  purchaser,  the  other  for  office  use.  Accompanying  the  counter  checks  is  the  recapitulation  sheet, 
on  which  the  amounts  of  the  sales  are  entered  in  two  columns, — cash  and  credit.  The  checks  for  the  day 
are  divided  into  two  groups,  cash  and  credit.  The  cash  checks  correspond  with  the  total  of  the  cash 
column  in  the  recapitulation  sheet,  and  should  also  show  the  same  total  as  the  amount  of  cash  received 
for  cash  sales,  and  recorded  in  the  cash  register  or  in  the  till.  This  total  should  then  be  entered  in  the 
cash  book  on  the  debit  side  and  credited  to  Merchandise  Sales.  The  credit  checks  may  be  dealt  with  as 
follows  : 

(a)  The  checks  for  the  day  are  arranged  alphabetically  and  fastened  together,  either  in  a  binder  or 
otherwise. 

The  posting  is  done  directly  from  the  counter  check  to  the  Ledger,  one  entry  for  each  check. 

The  total  is  posted  to  the  credit  of  Mdse.  Sales  from  the  recapitulation  sheet,  at  -"he  end  of  the 
month,  or  oftener  if  desired. 

When  the  posting  is  done  in  this  way,  the  Statement  of  Account  rendered  at  the  end  of  the  month 
does  not  usually  contain  the  items,  but  only  the  total  of  each  sale. 

(6)  The  checks  for  the  day  are  arranged  as  in  (a).  They  are  then  entered  in  detail  in  the  form 
of  Statement  of  Account,  and  by  means  of  a  carbon  sheet  a  duplicate  of  this  statement  is  made,  to  be 
retained  as  a  Day  Book. 

The  posting  is  done  from  this  statement  to  the  Ledger  account — one  entry  for  each  counter  check. 

The  total  is  posted  from  the  recapitulation  sheet  to  the  credit  of  Mdse.  Sales  account,  the  same  as 
in  (a). 
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2.  Wholesale.  In  a  wholesale  business  the  Order  is  the  first  record  of  the  sale.  The  orders  may- 
be dealt  with  as  follows : 

(a)  They  are  first  registered  and  given  a  consecutive  number.  The  goods  are  packed  and  shipped. 
The  order  is  then  returned  to  the  office  and  extended,  and  the  invoice  made  from  it. 

The  posting  is  done  directly  from  the  order  to  the  Ledger  account. 

The  recapitulation  sheet  is  used  to  secure  the  total  sales  to  be  posted  to  the  credit  of  Mdse.  Sales 
account. 

(b)  The  orders  are  first  registered  and  numbered  as  in  (a).  The  goods  are  packed  and  shipped. 
The  order  is  extended.  The  Invoice  and  the  Sales  Book  entry  are  made  on  the  typewriter  at  one  writ- 
ing by  the  use  of  a  carbon  paper,  the  data  being  taken  from  the  order.  The  posting  is  done  from  the 
Sales  Book  copy  to  the  personal  accounts,  each  sale  in  total 

The  amount  of  the  sales  is  carried  forward  from  page  to  page  and  posted  to  the  credit  of  Mdse.  Sales 
account  at  the  end  of  the  month,  or  oftener  if  desired. 


SALESMEN'S  TRAVELLING  EXPENSES 

When  a  salesman's  travelling  expense,s  are  advanced  to  him  at  the  begimiing  of  the  week,  they 
should  be  charged  to  his  account  in  the  General  Ledger,  the  entry  being.  Salesman  Dr.  815,  Cash  Ci-.  $15. 

Upon  his  return  at  the  end  of  the  week  he  hands  in  a  properly  filled  out  expense  sheet,  giving  in 
detail  his  expenses  for  the  week.  He  is  then  credited  with  this  amount,  which  is  charged  to  TraveUing 
Expenses.     Travelling  Expenses  Dr.  $12. 10, /Salesman  Cr.  SI  2. 10. 

The  balance  of  the  salesman's  account  stands  on  the  books  as  an  asset.  The  Travelling  Expenses 
account  should  be  closed  to  Loss  and  Gain  after  entering  as  an  inventory  the  estimated  expenses  for  the 
part  of  a  week,  if  any,  not  reported.  Or  the  Travelling  Expenses  may  be  entered  through  the  analysis 
sheet. 

These  expenses  may  also  be  dealt  with  on  the  Imprest  system:  {a)  At  starting  out  a  traveller  is  given 
a  fixed  allowance  and  it  is  entered  TraTCller  Dr.,/Cash  Cr.  (6)  After  each  trip  he  reports  and  is  given  a 
cheque  for  the  exact  amount  silent  and  it  is  entered  through  the  Cash  Book;  TraveUing  Expense 
Pr.,yCash  Cr 

C.  W.  RAMSAY  &  CO.  — Salesman's  Weekly  Expense  Sheet 


Salesman :?:.^"'^^ 

Fbom ^^»y.^. -         To ^^'^Jl 19- 


Balance  on  hand  at  last  report 
Received  (date) 

Total  - 

Expenses  as  per  this  sheet 

Balance  on  hand 


$15.00 
$15.00 
$12.10 

$  2.90 


Date 

Placu 

R.  R. 
Fare 

Hotel 

Batrgage. 

Bus. 
Car  Fare 

Incidentals 

Total 

Memo. 

Ma^. 

6 

Collingwood, 

etc. 

1 

So 

Grand  Central 

1 

25 

25 

Postage 

10 

3 

45 

Total 

12 

10 
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ilERCHAXDISE  SALES 


Order 

No. 

Date 

L.F. 

Dress 
Goods 

Gloves  and 
Hosiery 

Staples 

Totals 

1 

Jan. 
June 

3 

4 
i.T 

U 
n 

1~7 
IS 
19 

S.  Martin,  City,  Vi„,  -/gj 

4  pes.  Satiyi,  6ir-,  67' ,  72,  6S  =  S69^ 
3  pea.  Irish  Poplin, 

6S^,  73\  74  =  S15'          2 
3  hxs.  Cashmere  Gloves, 

4  doz.  pra.          6 

674 
2S 
00 

SO 

1S2 
4S5 

OS 
44 

24 

00 

40 

12 

94 

691 
IS 

52 

2 

BvZmer  Bros. ,  Stratford,  Vio.  "/so 

3  doz.  Blh.  Cotton  Hose               1 
3  pes.  Gingham,37\  SST-,  3(?  =  11^ 

34 

667 

29 

40 

12 

94 

709 

86 

* 

Accounts  Bee.               709.86 

Dress  Ooods  Sales                667. .52 
Gloves  <b  IT.  Sales                 S9.40 
Staples  Sales                         IS.  94 

PURCHASE 

No. 

When 
Received 

L.F. 

Name 

Address 

Date  of 
Intoice 

Terms 

1 
2 
3 

'    Jan. 

2 
4 
6 

7 

* 

4 

IS 
10 

J 

62 
63 
64 
3 
55 

D.  J.  Armstrong 
W.  James  d:  Go. 
Dominion  Glove  Co. 
Freight 

Dress   Goods   Purcha-ies 
Gloves  and  Hosiery  Purchases 
Staples  Purchases 

Accounts  Payable 

Freight 

Montreal 

Toronto 

Montreal 

On  Inv.  1  and  3 

1283.65 
261.45 
775.30 

2311.90 
S.50 

Dec. 
Jan. 
Dec. 

5; 

/lo.  "/eo 
V.O.  "/so 

REBATES   CREDIT   BOOK 


Mar. 

17 

25 

E.  R.  Gorman 

402  lbs.  J.  Coffee,  rebate 

.03 

12 

06 

" 

17 

27 

Nevoell  and  Reid 

198  lbs.  J.  Coffee,  rebate 

.03 

5 

94 

" 

21 
■■?/ 

29 

17 
5 

C.  R.  Dunlop 

2  Cheats  Ceylon  Tea,  165  lbs. 

Mdse.  Sales 

Accts.  Receivable 

returned 
64.20 

64-20 

2S 

46 

20 

64 

*" 

SO 

BOOKKEEPING 

MERCHAXDISE  PURCHASES 


75 


I*  F.                   Xajie                        Terms 

Freight 

Dress 
Goods 

Gloves  and 
Hosiery 

Staples    i 

Total  of 
Invoices 

13 

15 
9 

27 
28 

gg 

15 
5 

T.  R.  Webb                Dec.  28,  7,o,  "/so 
On  above 
Jan.  10,  7,0,  "/so 
On  above 

7 
7 

1 

5 

7 

25 
75 

25 

60 

75 

1744 
7 

2795 
7 

53 

25 
82 
75 

946 

1 

1129 

25 
25 
00 

207 

831 

5 

139 

7 

34 
42 
60 
29 
75 

4540 
2075 

1178 

35 

Dominion  Glove  Co.     Dec.  31,  Vic  "/so 
On  above 
Jan.  16,  Vio.  "/so 

25 

Imperial  Cotton  Co.     Jan.  5,  Vio.  "/m 
Jan.  9,  =/,o,  "/eo 
On  above 
Jan.  SO,  Vio,  "/ot 
Oji  aioi-e 

05 

* 

Dress  Goods  Pur.               43o.5.35 
Gloves  and  Hosiery  Pur.  2075.50 
Staples  Pur.                        1191.40 

Freight                                              29.60 
Acdi  Payable.                          7793.65 

29 

60 

4555 

35 

2076 

1 

50 

1191 

40 

7793 

65 

Note. — The   above  form  of  Purchase  book  may  be  used  when  the  record  of  due  dates  of  invoices  is  kept  in  the 
daily  memorandum  book.     See  page  72. 


When  Due 

Year 

s 

12 

1 

s 

< 

1 

< 

s. 

§ 

^ 

s 

Freight 

Invoice 

Goods 

Hosiery 

Staples 

Paid 

19— 

19— 
19— 

8 

50 

1276 
775 
260 

40 
30 
20 

1276 
7 

40 
25 

260 

1 

20 
S5 

775 

30 

Jan. 

2 

Cheque 

8 

50 

23il 

90 

1283 

65 

261 

45 

775 

30 

REBATES  DEBIT  BOOK 


Mar. 

IS 

34 

Standard  Refininy  Co. 

4  c/s  G.  M.  Syrup  2  doz.  ea.     Short  on  bill  of  7th 

1.05 

8 

40 

" 

20 

27 

East  India  Tea  Co. 

1475  lbs.  JaiM  Coffee,  rebate 

03 

44 

25 

" 

27 
31 

15 

4 

17 

E.  R.  Btyynton 

5  els  Safety  Matches,  returned                                 3 

Accounts  Payable                            68.65 

Mdse.  Purchases                                               68.65 

20 

16 

00 

68 

*" 

65 
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EXERCISE 

1.     Following  are  the  balances  taken  from  the  books  of  W.  Short  <fe  Co.,  at  Dec.  31,  19 — . 

Debit  balances:  Cash  .$250.24,  Bank  $381.38,  Bills  Receivable  §971.32,  Accts.  Receivable  $2280.56, 
Goodwill  $1500,  W.  Short  (Priv.  Acct.)  820,  D.  Short  (Priv.  Acct.)  $30,  Freight-in  $15.60,  Mdse. 
Purchases  $3736.92,  Mdse.  Inventory  $6615.44,  Rebates  off  Sales  $28.'80,  Cash  Disc,  off  Sales  826.58, 
General  Expense  $988^5,  Bad  Debts  8132.96. 

Credit  balances:  Accts.  Payable  $829.03,  Bills  Payable  $1698.34,  \V.  Short,  Capital  $6000,  D.  Short, 
Capital  $5000,  Mdse.  Sales  $3270.05,  Rebates  off  Purchases  $41.74,  Cash  Di.sc.  off  Purchases  $13.87, 
General  Expenses  $40,  Reserve  for  Bad  Debts   $85.12. 

The  Expense  Analysis  .sheet  totals  are  :  Advertising  $40.55,  Travelling  Expenses  $70.55,  Salesmen 's_ 
Salaries  $90,   Cartage-ou^Ji^85,   Rent  $150,  Light  and  Fuel  $6.50,  Repairs  $13.20,  Office  Salaries  $60, 
Office  Expenses  $18.30,  Exchange  $1.35,  Legal  Expenses  S15.'55^Sl'otal  $470.85. 

Inventories  at  beginning  included  in  General  Expense  account  ;  Assets,  Office  Furniture  8427.50, 
Insurance  in  advance  $56.25,  Coal  on  hand  $33.75.  Liabilities,  Salesmen's  salaries  $25,  Office  salaries 
$15.00. 

Inventories  at  closing  :  Mdse.  $7722. 39^  Coa]  $16.87,  Insurance  in  advance  $53.12,  Furniture  now 
worth  $416.25,  Rent  paid  in  advance  $75. 

Allow  partners  6%  per  annum  for  the  month  of  December  on  capital  invested,  to  be  adjusted  through 
then-  private  accounts.     Cairy  forward  1%  on  Accounts  Receivable  as  a  reserve  for  further  bad  debts. 

Prepare  the  Financial  Statement  from  the  foregoing  data. 

Make  the  Journal  entries  to  close  the  books.  -  ■^ 

•   2.     Following  are  the  balances  taken  from  the  books  of  Butler  h  Nelson  at  Dec.  31,  19 — . 

Debit  balances:  Cash  $200,  Bank  $10860,  Bills  Receivable  $1770,  Accts.  Receivable  $9390,  Butler 
(Priv.  Acct.)  $300,  Nelson  (Priv.  Acct.)  $300,  Duty  $400,  Freight-in  $il0^isc.  off  Sales  $360,  R,ehatfia__^ 
off  Sales^ J^220,  Dept.  A.  Purchases^  $8000,  Department  A.  In^i^entory^  1 0000,  Dept.  B.  Purchases  $4p00j__ 
bept.  B.  inventory  $5000,  Freight-out  $120,  Delivery  $400,  Advertising  $50,  Salesmen's  Salaries  $240. 
Salesmen's  Travelling  Expenses_$60,  Entertainment  of  Customers  $25,  Real  Estate  $9000,  Insurance 
$120,  Repairs  $20.  Hatt  and  Light  $75,  Office.Salaries  $300,  Office  Expenses  $65,  Int.  and  Disc.  $10, 
Donations  $25,  I^adJDebtsJSOT!  ~  ~^ 

Credit  balances  :  Bills  Payable  $980,  Accts.  Payable  $7250,  Mortgage  Payable  $5000,  R.  D.  Butler, 
Capital  $20000,  J.  C.  Nelson,  Capital  $10000,  Disc,  off  Purcha.ses  $240,  Rebates  off  Purchases  $300, 
Dept_A^  Sales  $12000,  Dept.  B.  Sales  $6000. 

Distributions.  Duty,  Dept.  A.  $310,  Dept.  B.  $90;  Freight-in,  Dept.  A.  $270,  Dept.  B.  $140; 
Rebates  off  Purchases,  Dept.  A.  $170,  Dept.  B.  $130;  Rebates  off  Sales,  Dept.  A.  $140,  Dept.  B.  $80. 

Inventories.  Mdse.,  Dept.  A.  $9600,  Dept.  B.  $4800;  Interest  accrued  on  Mortgage  $25:  Salesmen's 
^laries  accrued_$i2.  Office  Salaries  accrued  $20;  Insurance  paid  in  advance  $100. 

Allow  interest  at  6%  per  annum  for  one  month  on  capital,  to  be  adjusted  through  private  accounts. 
Carry  forward  a  reserve  of  2%  on  Accounts  Receivable,  value  Real  Estate  at  cost. 

Prepare  the  Financial  Statement  from  the  foregoing,  l^ 

Make  Journal  entries  to  close  the  books. 


SET  IV 


WHOLESALE  DRY  GOODS  BUSINESS 


Special  Features. — Use    ut'    Purchase    Ledger  ;•  special    culuinns  for    Department  Purchases  and 
Sales;  Expense  Analysis  sheet  for  distribution  of  Expenses.      See  pages  69  to  75. 


INSTRUCTIONS 
{,  Sales  Book,  Cash  Book.  Bill  Book,  Journal,  all  a"!  principal  Books; 


(a)     Books  to  be  Used.  — Piirchase  Bo 
General,  Purchase,  Sales  Ti°f'g"'f 

(6)  The  Purchase  Book.  — This  book  has  special  columns  for  Freight,  Dress  Goods  and  Silks,  Ciloves  and  Hosiery, 
Staples.  Enter  the  freight  on  a  separate  line  from  the  invoice  and  distribute  it  on  the  Siime  line  to  its  proper  depart- 
ment. This  serves  to  post  the  freight  to  the  debit  side  of  the  department  account,  and  it  should  be  posted  from  the 
Freight  column  total  to  the  credit  of  Freight  account,  and  from  the  cash  book  to  the  Dr.  of  Freight  account,  which 
then  balances. 

(<•)  The  Sales  Book. — This  book  has  the  same  special  columns  as  the  Purchase  Book,  except  that  Freight  is 
omitted.     Post  in  totals  to  the  Dept.  accounts. 

{d)  Cash  Book.— This  book  has  sjiecial  columns  as  follows  ;  Debit  Side — As  in  illustration  page  46.  Credit 
side — As  in  illustration  page  47. 

(e)  The  Ca.sh  Discounts  are  posted  in  totals  from  the  footing  of  the  Cash  Book  columns  to  the  accounts  Discounts 
off  Sales  and  Discounts  off  Purchases.     These  accounts  are  closed  at  the  end  of  the  month  to  Loss  and  Gain  account. 

(/)  Keep  separate  accounts  in  the  Ledger  for  the  three  departments,  each  in  three  parts  :  Dress  Goods  and  Silks 
Purchases,  Dress  Goods  and  Silks  Sales,  Dress  Gootls  and  Silks  Inventory.     Similarly  for  the  others. 

ig)  Keep  one  account  in  the  Ledger  for  Expense.  Post  to  it  in  tottils  from  the  Expense  Dr.  column  in  the  cash 
book.  At  the  middle  and  end  of  each  month  distribute  this  to  its  several  parts,  as  shown  in  the  Analysis  sheet,  by  a 
Journal  entry  thus  : — 


(a)  Travelling  Expenses,  Dr. 

Salesmen's  Salaries,  Dr. 

Rent,  Dr. 

Office  Salaries,  Etc.,  Etc..  Dr. 

General  Expenses,  Cr. 
For  distribution  of  Expenses  for  the  half-month. 


(6)  Selling  Expenses,  Dr. 

Expenses  of  Maintenance,  Dr. 

Administration  Expenses,  Dr. 

General  Expense,  Cr. 
For  distribution  of  Expen.ses  for  the  half-month. 


Close  these  accounts  then  in  the  usual  way  to  Loss  and  Gain  account.  The  books  will  thus  .show  in  detail  the 
character  of  the  expenses. 

Write  up  the  Exjjense  Analysis  sheet  from  the  Cash  Book  column  at  the  middle  and  end  of  each  month.  The 
totals  at  the  end  of  the  month  give  the  data  necessary  for  the  financial  statement. 

(h)  In  making  deposits  charge  no  exchange  on  local  cheques  ;  charge  %%  on  out-of-town  cheques,  but  in  no  case 
less  than  10  cents.  In  discounting  bills  charge  exchange  only  as  directed.  No  exchange  on  bank  drafts  except  as 
directed. 


NoTB. — In  dealing  with  Expense  one  method  should  be  adopted  and  adhered  to  throughout.     Two  methods  of 
distribution  are  suggested.     It  is  not  necessary  to  distribute  at  all,  and  this  may  be  adopted  as  a  third  option. 
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DIRECTORY 


Bond  R.,  Toronto. 
Bulmer  Bros.,  Stratford. 
Canada  Knitting  Co.,  The, 

St.  Hijacinthe,  P.  Q. 
Dominion  Glove  Co.,  The,  Montreal. 
Duncan  Rae  &  Co.,  Brantford. 
Graham  <&  Gardner,   Woodstock. 
Gilmotir  d;  Co.,  Peterborough. 
Hall  &  Rutherford,  Kingston. 
Hastings,  J.  H.,  Belleville. 
Henderson,  John,  Chatham. 
Imperial  Cottoix  Co.,  The,  Hamilton. 


Irwin,  W.  <b  Co.,  Toronto. 
Martin,  S.,  Toronto. 
Mills,  G.,  Toronto. 
McArthur,  J.  D.,  Hamilton. 
McGregor,  R.,  St.  Thomas. 
Pier  son,  A.  R.,   Walkerton. 
Simpson  Bros.,  St.  John,  N.B. 
Sprague,  D.  E.,  Guelph. 
Webb,  T.  R.  <fc  Co.,  Montreal. 
Williams,  J.  S.,  Kitchener. 
Wilson  Rhodes  &  Co.,  Cobourg. 


LEDGER  LINES 
Sales  Ledger. — Five  pages,  4  accounts  to  the  page. 
Purchase  Ledger. — Two  pages,  4  accounts  to  the  page. 

General  Ledger. — Accounts  Receivable,  Bills  Receivable,  Accounts  Payable,  Bills  Payable,  each 
one-half  page ;  C.  W.  Ramsay,  R.  H.  Skelton,  A.  S.  Rogers  (Cap.  Accts.)  ;  C.  W.  Ramsay,  R.  H.  Skelton, 
A.  S.  Rogers  (Priv.  Accts.)  j  Freight,  Discount  off  Purchases,  Discount  ofif  Sales,  Dress  Goods  Purchases, 
Dress  Goods  Sales,  Dress  Goods  Inventory,  Gloves  and  Hosiery  Purchases,  Gloves  and  Hosiery  Sales, 
Gloves  and  Hosiery  Inventory,  Staples  Purchases,  Staples  Sales,  Staples  Inventory,  General  Expense, 
Spiling  Expenses,  Expenses  of  Maiatenance,  Administrative  Expense,  Interest  and  Discount,  Bad  Debts, 
each  one-thu'd  page. 

MEMORANDA  TO  TRANSACTIONS 
Toronto,  Jan.  3,  19 — .  C.  W.  Ramsay  and  R.  H.  Skelton  have  this  day  entered  into  a  partnership 
agreement  to  carry  on  a  Wholesale  Dry  Goods  business  at  3-5  Wellington  St.  East,  under  the  firm 
name  of  C.  W.  Ramsay  &  Co.  The  Assets  and  Liabilities  of  the  partners  are  taken  at  the  value 
assigned  to  them  in  the  statement  attached  to  the  articles  of  agreement.  Each  partner  is  to  de- 
vote his  whole  time  to  the  business  and  is  to  receive  interest  at  the  rate  of  5  per  cent,  per  annum 
on  his  net  investment,  as  shown  by  the  above-mentioned  statement,  such  interest  to  be  adjusted 
through  the  partners'  private  accounts  after  the  Loss  and  Gain  account  has  been  closed,  and  the 
remaining  gain  or  loss  is  to  be  shared,  Ramsay  |,  Shelton  f  fN  Their  investments  are  as  follows  : — 
C.  W.  Ramsay,  Assets :  Cash  in  the  Imperial  BanETfSOOO  ;  Dress  Goods  ofi  hand,  $9500 ; 
Gloves  and  Hosiery  on  hand,  $2300;  Staples  on  hand,  $3700;  Office  Fm-niture,  $450;  Notes  on 
handJ^No.  1,  made  Dec.  16  by  A  Sherwood  for  $350  at  30  days;  No.  2,  made  Nov.  23  at  2 
months  by  W.  Teasdale  for  $175^  with  interest  at  6  per  cent.  Accounts  Receivable  as  follows  ; 
S.  Martin,  $225.50;  R.  Bond,  $137.20;  G.  Mills,  $260.30;  unexpired  insurance,  $75,  Liabihties  : 
Accounts  Payable,  T.  R.  Webb  &  Co.,  $425;'>/rhe  W.  Irwin  Co.,  $360.20/a  note  made  Dec.  20, 
at  30  days,  favour  T.  R.  Webb  &  Co.  for  $250;  an  accepted  draft  drawn  at  one  month  after 
date  by  Jeffrey  &  Barker,  Montreal,  Dec.  24,  for  $330. 
R.  H.  Skelton  invests  Cash  $7500,  which  is  deposited  in  the  Imperial  Bank,  and  a  draft  at  10 
days  drawn  on  G.  Mum-oe  &  Co.,  Toronto,  Dec.  22,  for  $1000,  and  accepted  Dec.  24. 

Draw  up  the  combined  balance  sheet  with  supporting  schedules  for  Accounts,  Bills  and  Mdse. 
Note.  — Make  the  necessary  opening  entries  in  the  books,  post  and  take  off  a  trial  balance  of  the  three  Ledgers. 
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The  store  is  rented  from  G.  W.   Ljinan  at  8300  a  month,   payable  in  advance.      Pay  the  rent  for 

January  by  cheque. 
Engaged  J.  Anderson  as  salesman  in  the  Dress  Goods  Dept.  at  $l^a  week,  and   W.  Wylie  at  $15  a 

week  ;  G.  Goodman  and  H.  Birksin  the  Staples  Dept.  at  815  each  per  week,  and  T.   Hand  in 

the  Gloves  Dept.  at  S15  a  week.      Engaged  Student  as  Bookkeeper  at  $18  a  week  and  Miss 

M.  Wallace  as  Stenographer  at  SIO  a  week.     ^ 
Received  the  following  invoice  of  Dress  Goods  from  T.  'R.  Webb  i  Co.,  Dec.  28,  Yio>  "/so  •  -^  P^s. 

Broadcloth,  63-,  62i,  65^,  63-,  67i,  68,  66,  722,  ggs^  70^  65^,  66',  62-',  GT^,  68',  69,  72,  73i,  68, 

67-  =.  @  55c.  ;  16  pes.  Cashmere,  65-',  67,   68^,  72,   71^,  73,   692,   68,   69^,   66^,  65,  68, 

693,  72,  73>,  74  =  @  22ic.  ;  24  pes.  Tweed,  67^,  65-,  68,  66^,  67,  64>,  62,   683,   73^   713 

74,   71,   732,  681,  69,  712,  73^  721^  732^  66,  69^,  68,  672,  68i=  @  30c.  ;  10  pes.  Serge,  66^ 

61,  673,  68,  72,  671,  63,  692,  72,  7P=  @  37|c. 

The  following  sales  have  been  made  :      To  S.  Martin,  ^ic  "/30'  '^  V^^-  Satin,  62^,  67i,  72,  68  @  67^^; 

3  pes.  Irish  Poplin,  682,  731^  74  @  §2.25  ;  4  doz.   prs.  Perrin's  Kid  Gloves  @  S6.87J  ;  3  bxs. 

Cashmere  Glove.s,  4  doz.  prs.,  @  $6;  12  doz.  prs.  Cotton  Hose  (coloured)  @  $1.90;  8  doz.  prs. 

Silk  Hose  (S)  SS.. 
To  R.  Bond,  -;^^^,  "/..g,  3  pes.  Broadcloth,  62',  632,  65  @  6Hc.  ;  5  pes.  Tweed.s,  63,   642,  67,   65i,  69 
A     @  37^  ;  4  pes.  China  Silk,  632,  68,  652,  571  @  35c.  ;  2  bxs.  Cashmere  Glove.s,  3  doz.,  (rt  $Q  ;  1 

doz.  Cape  Gloves  @:  810.50. 
Paid  for  Office  Supplies  by  cheque  $25.40  and  for  a  set  of  Office  Books,  also  by  cheque,  845.20. 
Received  from  G.  Munroe  it  Co.,  a  cheque  in  payment  of  their  acceptance  of  Dec.   22,  favour  R.  H. 

Skelton.     Deposit  the  cheque. 
Paid  by  cheque  for  freight  on  Invoice  of  T.  R.  Webb  i  Co.,  Dec.  28,  87.25.  (^    .Q"  - 
<_  Received  from  S.  Martin  and  R.  Bond,  cheques  in  fuU  of  account  to  Dec.   31.       Deposited  Bond's 

cheque  and  had  Martin's  cheque  cashed,  keeping  the  money  on  hand  t(.  meet  expenses.  CI      4- 

Received  the  following  invoices  : 
-W.  I^^vm  i  Co.,  Jan.  3,  »  ,^,  "j^,  10  pes.  Taffeta,  65,  672,  q^b^  65i,  68,  722,  731^  69,  652,  68=         @ 
40c.  ;  16  pes.  China  Silk,  70*',  672,  66,  65i,  68,  692,  72^74,  68^''  66\  65,   67^72,  71i,  68,  652 
@  15c. ;  10  pes.  Irish  Poplin,  682,  671,   69=*,  67,   681,   662,   70,  672,  69,  68  =  @ 

81.75  f  15  pes.  Chantung,  62i,  642,  673^  66,  69,  73,   68I,  67i,  66,   72i,   682,   67,   70,  64,   682    _ 
(g  78c. ;  20  pcrFoulard,  67,  681,  66,  692,  6.5,  67i,  69,  6.53,  66,   681,  69,  6.32,  64,  702,   -ji^ 
»  6.33,  68,  661,  67,  652  =  @  37|c. 

The  Dominion  Glove  Co.,  Dec.  31,  ^/^^^  "/j^,  24  doz.  Perrin's  Kid  Gloves  @  $9  ;  16  doz.  prs.  Cape 
Gloves  @  87.50  ;  20  doz.  prs.  Ringwood  Gloves  @  $8.70  ;  40  bxs.  Cashmere  Glove.s,  55  doz. 
l)rs.,  (a  84.75  ;   10  doz.  prs.  Lined  Buck  Gloves  @  $17.50. 

The  followuig  sales  have  been  made  : 

To  Bulmer  Bros.,  ^/^^,  "/30,  3  doz.  Black  Cotton  Hose  fe  $1.80  ;  5  doz.  Lisle  Thread  Socks  @  85.85 ; 
10  doz.  Cashmere  Hose  @  85.75  ;  6  pes.  Percale,  312,  301^  332^  34^  31i^  353  @  12^.;  5  pes. 
Wind,sor  Print,  22i,  25,  24',  232,  26  @  8c.  ;  3  pes.  Gingham,  37i,  382,  363  @  .'l^e.  To  Hall  & 
Rutherford,  ^J-^q,  "/^^  5  doz.  prs.  Huckaback  Towels  (s  $3.60  ;  2  doz.  Bleached  Damask  Table 
Cloths  fe  830;  10  prs.  Flannelette  Blankets  (";  $1.10;  5  pes.  Heavy  Denim,  372,  331^  39^  362^ 
42  @18c.  ;  8  pes.  Plaids,  6.32,  65i,  64,  72',  683,  67,  69i,  672  @  60c.;  4  pes.  Foulard,  652,  67», 
61,  682  @  47c. 
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Sl      Remitted  to  T.  R.  Webb  &  Co.,  a  cheque  in  full  for  their  invoice  received  Jan.  3. 

Drew  on  S.  Martin  and  R.  Bond  at  sight  for  the  amount  of  the  sales  of  Jan.  3,  less  discount.     Left 

the  drafts  at  the  bank  for  collection. 
Received  from  G.  Mills  his  cheque  in  full  of  account. 
Paid  express  on  the  invoice  of  the  Dominion  Glove  Co.  by  cheque  $1.25. 

The  following  sales  have  been  made  : 

To  J.  D.  McArthur,  */,(,,  "/ep,  5  pes.  China  Silk,  6-5,  672,  ggs^  66,  68-  (a  18c.;  8  pes.  TaffeU,  62', 
612,  67i_  68,  69^,  6  7,65i,  66  @  50c.;  6  pes.  Merveilleux,  653,  612^  64,  68^,  67^,  69  @  .$1.05;  4 
doz.  Perrin's  Kid  Gloves  @  $12  ;  5  doz.  Cape  Gloves  @  $9  ;  2  doz.  Lined  Buck  Gloves  @  $15  ; 
12  prs.  Flannel  Blankets  @  $1.10  ;  2  doz.  prs.  Damask  Towels  (g  $7.10. 

To  Duncan  Rae  ife  Co.,  ^/jp,  %„,  5  pes.  Broadcloth,  61^,  64',  67\  69,  62  @  45c.  ;  2  pes.  Blk.  Cashmere, 
652,  681  @  75c.  ;  3  pes.  Tweed,  64,  632,  67  @  37|c. ;  5  pes.  Tweed,  62i,  67',  65,  642,  gg  @ 
$1.05  ;  4  pes.  Grosgrain,  69\  672,  65,  Tp  @  62|c.  ;  6  pes.  Satin,  72i,  70',  68,  692,  701^  72  @ 
67ic  ;  4  doz.  Cotton  Hose,  colored,  @  $2.20:  5  doz.  Lisle  Thread  Hose  @  $6.40;  1  doz. 
Bleached  Damask  Table  Cloths  @  $30. 

The  following  goods  have  been  received  from  the  Canada  Knitting  Co.,  Jan.  3,  ^/j^,  "/^  :  30  doz. 
Black  Cotton  Hose  @  $1.25  ;  25  doz.  Coloured  Cotton  Hose  @  85c. ;  10  doz.  Lisle  Thread  Hose 
@  $6.50  ;  5  doz.  Lisle  Thread  Socks  @  $4.35  :  20  doz.  Silk  Hose  @  $22.50  ;  40  doz.  Cashmere 
Hose  @  $4.70. 

6.  Remitted  to  W.  Irwin  &  Co.,  cheque  for  the  net  amount  of  the  invoice  received  Jan.  4. 
Paid  for  stamps  and  stationery  in  cash,  $2.25. 

The  following  sales  have  been  made  : 

To  GUmour  &,  Co.,  ^/^^,  %o,  6  pes.  Bleached  Cotton,  372,  35^  333^  37,   362,  39  @  lOc.  ;  4  pes.  C. 

Flannel,   362,  37^  sgi,  35  @  I5c.  ;  5  pes.  S.  Chambray,   29,  312,  30^   331^  30   @  jg^  .  7  p^g. 

Printed  Lawns,  22',  24,  232,  25,  26\  24',  22  @  10c.  ;  4  doz.  prs.  Bingwood  Gloves  @  $10.60; 

4  doz.  prs.  Perrin's  Kid  Gloves  @  $18. 
D.  E.  Sprague,  2/^^,  "f^^,  10  pes.  Coloured  Cashmere,  652,  68',  69,  67,  68-,  69,  70,  67,  692,  67  @  30c. ; 

8  pes.  Serge,  672,  68,   72,   69',   67,  692,  66,  70'  @  50c.  ;  6  pes.  Taffeta,   62',  672,  gg^  66',   69, 
c       711  @  68c. 

7.  y^The  bank  has  notified  us  that  the  drafts  drawn  on  S.  Martin  and  R.  Bond  have  been  collected  and 
P  the  proceeds,  less  ^  per  cent,  for  collection,  credited  to  us. 

Drew  on  Bulmer  Bros.,  and  on  Hall  &  Rutherford,  for  the  amount  of  the  sales  of  Jan.   i,  and  left 
i<  the  drafts  at  the  bank  for  collection. 

Remitted  to  the  Dominion  Glove  Co.,  a  cheque  for  the  bill  of  Dec.  31. 

The  following  goods  have  been  received  from  the  Imperial  Cotton  Co.,  Jan.  5,  ''/j^,  "/u^ ;  20  pes. 

Percale,  30,  32',  332,  3i_   352^  33^  313^  32,  30,  342,  332,  32',  31,  33i,  342,  34^  332^  35^  31^  3O2 

@  9Jc.  ;   10  pes.  Printed  Lawns,  25,   242,  26,   23,  222,   24,   26,   252,  24,   23   @  9c.;    15  pes. 

Windsor  Prints,  22,  24',  22',  21,  25,  242,  26,  232,  241,  23,  212,  26,  24',  25,  232  @  7|c.  ,  12  pes. 

S.  Chambrav,  29,   33,  29',  30,   32\  332,  30,  31,  34,  32,  3P,  32  @  16;  8  pes.  C.  Flannel,  35, 

371,  38,  40,  36-,  37,  39',  40  @  lijc. 

The  following  sales  have  been  made  : 

To  J.  S.  Williams,  ^,\^,  "/g^,  5  pes.  Merveilleux,  632,  613,  65,  662,  67  @  $1.05  ;  6  pes.  Satin,  64i, 
65,  67',  62,  681,  67  @  67|c. ;  4  doz.  prs.  Ringwood  Gloves  @  $5.90;  12  doz.  prs.  Ca.shmere 
Gloves  @  $6  ;  2  doz.  prs.  Cashmere  Gloves  @  $9  ;  6  doz.  pre.  Black  Cotton  Hose  @  $2.25. 
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To  J.  Henderson,  7i„,  "f^,  8  pes.  Percale,  34i,  SS^,  31,  332,  30^  35^  30,  31  @  13c.  ;  5  pes.  Printed 
Lawns,  211,  25,  232,  26,  22-  @  1  2ic.  ;  10  pes.  Windsor  Prints,  22',  26^,  24,  232,  241,  23,  252, 
26',  22,  24»  @  10c.;  4  doz.  prs.  Damask  Towels  @  §7.10;  5  Joz.  Bleached  Damask  Table 
Cloths  @  S30  ;  10  prs.  Flannel  Blankets  @  Sl.lO. 

Paid  the  salaries  for  the  week  by  cheque.     Paid  the  bill  of  the  Electric  Liglit  Co.  in  cash,  S8.65. 
9.    D.  E.  Sprague  has  reported  the  sale  to  him  on  the  6th,  short  3  pes.  Coloured  Cashmere,  652,  ggi^ 
69,  and  we  have  credited  him  with  the  amount. 

Remitted  to  the  Canada  Knitting  Co.,  a  bank  draft  purchased  by  cheque  (exchange  ^%)  for  their 
invoice  received  Jan.  5. 

The  following  goods  have  been  received  from  Simpson  Bros.,  Jan.  4,  Yioi  %o  •  ^^  P'^'^-  Gingham, 
352,  36,  371,  382,  361,  352_  331^  40,  372^  353^  34^  353^  38,  37',  39,  362  @  n|c. ;  24  pes.  Bleached 
Cotton,  352,  36,  373,  372,  34,  352,  37^  353^  37^  352^  351^  38^  393^  372^  352,  37,  391,  35,  332,  37\ 
36,  383,  39^  371  @  8c. ;  20  pes.  Heavy  Denims,  40',  42,  432,  47^  432^  41^  453^  47^  44^  462_  432^ 
47,  55,  543,  50,  462,  47^  431^  451^  43  @  I5c.  ;  10  doz.  prs.  Flannel  Blankets  @  90c.  a  pair. 

10.  Drew  on  J.  D.  McArthur  at  sight  for  the  amount  of  the  sale  of  the  5th,  and  left  the  draft  at  the 

bank  for  collection. 

The  following  sales  ha\  e  been  made  : 

To  Graham  &  Gardner,  ^/^^,  •%,  10  pes.  Bleached  Cotton,  352,  37^  421,  392^  373^  38,  43,  441,  38, 

39  @  10c. ;  8  pes.  Heavy  Denim,  38,  432,  47^  49^  353^  33,  452,  47   @  18c.  ;  5  pes.  Plaids,  62i, 

652,  683,  67i_  642  @  60c. 
To  R.  McGregor,  ^/^^,  "j^,   10  pes.  Tweeds,  64',  63,   672,  69,  67,   653,   gg,  65,  69',  67   @  $1.05  ; 

10  pes.  Black  Cashmere,  682,  571,  65,  663,  gg^   642,  692,   72',  68,  663  @  75c.  ;  8  pes.  Foulard, 

672,  61,  6.32,  65,  683,  672^  69,  64  @  47c.  ;  10  pes.  Chantung,  69,  72,  673,  68,  673,  69,  642,  gl, 

673,  66  @  92c.  ;  8  pes.  Irish  Poplin,  642,  68,  67',  653,  662,  69,  673,  65  @  $2.25. 

11.  Received  from  Duncan  Rae  &  Co.,  their  cheque  for  the  amount  of  the  sale  to  them  on  the  5th,  less 

discount.     Deposited  the  cheque. 
The  bank  has  reported  the  drafts  on  Bulmer  Bros,  and  on  Hall  i  Rutherford,  left  for  collection, 
collected  and  credited,  less  exchange  ^%. 

The  following  sales  have  been  made  : 

To  J.  H.  Hastings,  sight  draft  on  receipt  of  goods,  less  5%,  4^  doz.  Perrin's  Kid  Gloves  @  $12  ; 

7i  doz.  Cape  Gloves  @  $10.50  ;  10  doz.  Ca.shmere  Gloves  @  $6  ;  6  doz.  Cashmere  Gloves  @  $9  ; 

5  doz.  Cashmere  Ho.se  @  $1.90;   10  doz.  Cashmere  Hose  @  $5.75;   8  doz.  Cashmere  Hose 

@  $8.90.     Draw  the  draft  and  leave  it  with  the  bank  for  collection. 
To  Wilson  Rhodes  &  Co.,  ^1^^,  "f^,  8i  doz.  Black  Cotton  Hose  @  $1.80  ;  10  doz.  Coloured  Cotton 

Hose  @  $2.20  ;  6  pes.  Percale,  302,  33,  35',  32,  34,  323  @  i2ic.  ;  5  pes.  Printed  Lawns,  243, 

221,    2.3,    262,   24   @    10c.;    15   prs.    Flannel   Blankets    @    $1.10;    U   doz.    Bleached   Damask 

Table  Cloths  @  $30. 

12.  These  goods   have  been  received   from   the  Imperial    Cotton    Co.,  Jan.   9,  '/j,,,  "/g,,:  20  doz.   prs. 

Hemstitched  Huckaback  Towels  @  $3  ;  15  doz.  prs.  Damask  Towels  @  $5.60;  24  doz.  Bleached 

Damask  Table  Cloths   @   $25;    5  pes.   C.  Flannel,   37,    392,  36I,  40,  383   @    10c.  ;    12  pes. 

S.  Chambray,  30,  312,  31^  39,  332^  301,  32',  332,  34,  30,  31,  321  @  igc. 
Paid  freight  on  the  foregoing  invoice  in  cash,  $5.60. 
Paid  J.  Mason  in  cash  for  cleaning  the  store,  $10.50. 
The   bank   has    reported    the    draft    on    J.    D.    McArthur,    Jan.    10,   collected    and    credited,    less 

exchange  |%. 


/ 
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The  following  goods  have  been  sold  to  A.  11.  Pierson  :  6  pes.  Bleached  Cotton,  35,  362,  33^  373^  42', 
441  @  10c.  ;  3  pes.  Broadcloth,  66S  67,  65^  @  45c.  ;  6  doz.  Lined  Buck  Gloves  @  $15  ;  3  doz. 
prs.  Damask  Towels  @  $7.10  ;  5  doz.  prs.  H.  H.  Towels  @  $3.60.  By  their  request  these 
goods  have  been  shipped  C.O.D.,  le,ss  5%. 

Note. — Open  a  C.O.D.  Account  in  the  Sales  Ledger  and  enter  this  sale.     The  discount  is  deducted  on  the  bill, 
but  it  may  be  entered  through  the  books  at  full  amount  or  net  amount  as  desired. 

13.  .  C.  W.  Ramsay  and  R.  H.  Skelton  have  each  withdrawn  $50  by  cheque. 
/    Upon  examination  the  Chambray  in  the  invoice  of  the  Imperial  Ct)tton  Co.,  Jan.  9,  is  found  to  be 
(if  inferior  quality,  and  we  refuse  to  accept  it.     Write  them  stating  this  fact  and  inquiring 
\  what  they  wish  us  to  do  with  it. 

A  Sold  to  S.  Martin,  7i„,  "/gd,  6  pes.  Broa.lcloth,   632,   071^  55^   gg^,  66S,   69i  @  75c.  ;   4  pes.  Black 
Cashmere,  68,  67^,  66,   69^  @  55c. ;   6  pes.  Tweed,   672,  663,  gg^  551,  69,   Q7^  @  62|c.  ;   4  pes. 
Serge,  68,  67^,  661,  69  @  80c. 
y   Paid  in  cash  a  bill  for  advertising,  $10.50. 
141    The  Imperial  Cotton  Co.  have  asked  us  to  take  the  Chambray  at  14c.     We  have  agreed  to  this  and 
'  '  have  requested  them  to  send  us  a  credit  note  for  the  rebate  of  4c.  a  yard. 

Received  the  following  goods  from  T.  R.  Webb  ife  Co.,  Jan.  10,  ^/j,,,  "/^j, :  18  pes.  Broadcloth, 
621,  65,  633,  64,  6I2,  65,  62^,  6I2,  60,  67,  63^,  64,  61,  652,  67,  683,  60,  64^  @  35c.  ;  20  pes. 
Black  Cashmere,  652,  60,  673,  542,  66,  682,  67,  65,  663,  64,  673,  52,  6I1,  65,  623  66,  61,  672, 
64,  68  @  55c. ;  16  pes.  Tweeds,  64,  652,  66,  673,  68,  641,  65,  67s,  66,  62i,  70,  68^,  65,  643,  62, 
69  @  87ic.  ;  24  pes.  Plaids,  61,  652,  64,  673,  68,  692,  67,  643,  673,  6.5,  68',  67,  6.52,  67,  66^,  64, 
652,  66,  682,  612,  65,  632,  64,  62i  @  48c. 
^Paid  freight  on  the  above  invoice  in  cash,  $7.75. 

/  Received  from  Gilmour  A:  Co.,  their  cheque  for  tlie  amount  of  the  sale  to  them  on  the  6th,  less 
/         discount.     Deposited  the  cheque. 

,^aid  by  cheque  the  bill  of  the  City  Dray  Co.  for  cartage  for  two  weeks,  .f25.50. 
Paid  salaries  for  the  week  by  cheque.     Close  the  Cash  Book.     Write  up  the  Expense  Analysis  Sheet. 
Post  totals  and  take  off  a  Trial   Balance.     Prei)are  the  Financial  Statements.     Close  the  books. 
Inventories,  page  3. 
16.     The  bank  repoits  the  draft  on  J.  II.  Hastings,  Jan.  11,  collected  and  credited,  exchange  J%. 

)rew  on  D.  E,  Sj>rague,  at  20  da.  from  date  of  the  bill,  for  the  amount  of  the  sale  of  tPie  6th,  less 

shortage  reported"  on  the  9th. 
Remitted  to  the  Imperial  Cotton  Co.,  a  bank  draft  purchased  by  cheque,  exchange  ^%,  in  payment 
of  the  invoice  received  Jan.  7. 

The  following  sales  have  been  made  : 

To  Duncan  Rae  &  Co.,  ^/^^,  "/j^,  6  pes.  Cashmere  (black),  672,  69,  683,  67,  69i,  66  @  25c. ;  5  pes. 

Cashmere  (coloured),  69,  672,  68,  67,  681  @  57ic.  ;  4  pes.  Tweed,  692,  67,  683,  66  @  15c.  ;  4  pes. 

Heavy  Denims,   372,   36,   38I,   39   @    15c.  ;  5  doz.  prs.  H.  H.  Towels  @  $5.80  ;   2  doz.  Bleached 

Damask  Table  Cloths  @  $15. 
To  Hall  &  Rutherford,  3/i„,  7g„,   6  pes.  Heavy  Denims,  37,  38-',  35,   363,  37,  391  @   20c. ;  7  pes. 

Bleached  Cotton,  36,  37^,  38,   353,  39^   37^  362@12jc.  :  20  prs.  Flannel  Blankets  @  $1.25  ; 

5  doz.  prs.  Damask  Towels  @  $3.75  ;   4-|  doz.    prs.   Black  Cotton  Hose   @    95c.  ;    7|  doz.  prs. 

Li.sle  Thread  Socks  @  $1.60  ;  2  doz.  prs.  Silk  Hose  @  $14.50. 
Received  from  the  Imperial  Cotton  Co.,  a  credit  note   for  the  amount  of  the  rebate   agreed  to  on 

the  14th. 
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17.     S.  Martin  report eil   the  gocxls  bought  by  him  on  the   13th,  short  2  pes.  Broadcloth,  66^,  69*  (price 
75c.).     We  gave  him  a  credit  note  for  the  amount. 
Receivetl  from  J.   S.  Williams,  a  bank  draft  for  the  amount  of  the  bill  of   the   7th,  less  discount. 

The  following  .sales  have  been  made  : 

To  Bulmer  Bros.,  3/j„,  "/so.  H  doz.  Cajie  Gloves  @  813  ;   12^  doz.  Cashmere  Gloves  @  $3.25  ;  5  pes. 

Percale   32,  U\  31,  33-',  30-  @  15c.  ;  8  pes.  Printed  Lawns,  2-t,  22^,  25,  26^,  23,  222,  24,  21 

€  13c.  ;  3  pes.  MerveiUeux,  65,  66-,  69  @  SI. 24  ;  3  pes.  Satin,  67^,  69,  68'  @  87^c. 
To  G.  Mills,  30  da.,  4  pes.  Satin,  67,  6S-,  66,  69^  @  47  Jc. ;  5  pes.  Tr""-h  Poplin,  65,  67-,  68,  663,  59 

@  81.75  ;  6^  doz.  prs.  Cotton  Hose  @  §1  ;  2J  doz.  prs.  Lisle  Thread  Hose  @  $2.25;  5  doz. 

prs.  H.  H.  Towels  at  S7.20 ;   15  prs.  Flannel  Blankets  @  81.40. 
,   18.    Simpson  Bros,  have  di-awn  on  us,  at  60  days  from  date  of  invoice,  for  the  amount  of  the  purchase 
t>il  '  received  on  the  9th.     Accept  the  draft.  iv.'^ 

Paid  by  cheque  the  Imperial  Cotton  Co.'s  sight  draft  on  us  for  the  bill  of  the  12th,  le.ss  reM^  and^ 

discount.      ''//      :'7  (^It'^'t^^^ 

The  Express  Co.  has  handed  us  an  E.M.fX  for  Pioi-son's  COD,  order  of  the  1 2th,   less  charges,,29c.  <7( 
Received  from  A.  Sherwood,  cheque  in  payment  of  his  note  due  to-clay,   -^351).      Deposited  these 

cheques,  and  the  bank  draft  receiverl  on  the  17th.  ' 

Received  from  W.  Irwin  ik  Co.,  the  following  goods  purchased  on  the  17th;  terms  ^/j,,,  "/oq:  10  pes. 

Taffeta,  65-,  68,  643,  gya^  gg,  68^,  65,  673,  62,  69  @  52ic.  ;  18  pes.  Grosgrain,  Q3%  67,  64,  632, 

67,  65,  672,  68,  66,  65i,  68,  673,  662,  64,  69,  613,  62,  65  @  55c.  ;  8  pes.  China  SUk,  62i,  60,  65, 

672,  69',  60,  63,  642  @  28c.  ;  16  pes.  Satin,   70,  712,  70,  731^  72,  713,  75,  70,  791,  74,  713,  73, 

70,  72,  712,  731  @  55(. 
Sold  to  J.  S.  Williams,  s/,„,  "/g,,  5  pes.  Colouretl  Cashmere,  672,  68,  673,  gg,  66^  @  80c. ;  4  pes.  Serge, 

67,  682,  6G,  693  @  81.12^ ;  6  pes.  Plaids,  65,  672,  66,  66',  69,  67  (s  81.15  ;  6  doz.  Perrin's  Kid 

Gloves  @  S6.87i  ;  4  doz.  Lined  Buck  Gloves  @  $25  ;  5  doz.  Lisle  Thread  Socks  @  88.10  ;  3  doz. 

Silk  Hose  @  833. 
^^JE)rew  on  J.  Hsnderson  at  30  da.  from  date  of  bill,  for  the  amount  of  the  sale  of  the  7th. 

Received  from  Graham  i  Gardner,  their  cheque  for  the  amount  of  the  sale  of  the  10th,  less  discount. 
Bought  from  the  Dominion  Glove  Co.,  the  following  goods  :  terms,  Jan.  16,  3/,^,  "/j^  :   24  doz.  Lined 

Buck  Gloves  @  812  ;  12  bxs ,  18  doz,  Cashmere  Gloves  @  87.50  ;  30  doz.  Perrin's  Kid  Gloves 

@  815  ;  18  doz.  Ringwood  Gloves  @  84.50  ;  20  doz.  Cape  Gloves  at  88.75. 
Sold  to  D   E.  Sprague,  2/^^,  "f.^^,   8  pes.  Windsor  Prints,  25,  232,  24,  23',  22,  25',  26,  233  @  ll|c.; 

6  pes.  S.  Chambray,  32',  30,  293,  32,  303,  31  @  n^.  .  10  doz.  H.  H.  Towels  @  $3.60 ;  3  doz.' 

Bleache.1  Damask  Table  Cloths  @  825  ;  6  pes.  Gingham,  36',  37,  42',  38*,  39,  43  @  13c. 
20.    Bought  from  the  Canada  Knitting  Co.,  Jan.  17,  ^ic  "/w  24  doz.  prs.  Black  Cotton  Hose  @  $1.75: 

30  doz.  pi-s.  Coloured  Cotton  Hose  @  81.80 ;  20  doz.  prs.  Lisle  Thread  Hose  @  $4.80  ;   40  doz. 

prs.  Silk  Hose  &  811  50  ;  30  doz.  pi-s.  Cashmere  Hose  @  81.60  ;  20  doz.  prs.  Cashmere  Hose 

@  86.70. 
Remitted  to  T.  R.  Webb  it  Co.,  a  bank  draft,  purchased  by  cheque,  for  the  amount  of  the  invoice 

received  Jan.  14,  less  discount  ;  exchange  ^%. 
Paid  by  cheque  the  express  on  the  invoice  of  the  Dominion  Glove  Co.,  810.75,  Jan.  16. 
21.^Di-ew  on  R.  McGregor  at  30  days  from  Jan.  10  for  the  amount  of  the  sale  of  that  date.     Discounted 

the  draft  at  the  bank  at  7%  and  deposited  tlie  proceeds  ;  exchange  iV. 
Recei\cd  from  Wilson   Rhodes  i  Co.,  their  cheque  for  the  amount  of  the  sale  on  the   lltli,  less 

discount. 
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Sold  to  J.  D.  McArthur,  '/,„  ^/^,  8  pes.  Serge,   652,  67,   66^,  69,  68^,  66,  65^,  69  @  25c.  ;  5  pes. 

Plaids,   72,   70^,  66,   67i,  65  @  I7ic.  ;  6  pes.  Taffeta,  65-,  67,   66'',  68,  692,  67  @  75c.  ;  5  pes. 

Foulard,   66-',   65^,   67^   68,   71  @"68c.  ;    6  doz.   prs.   Ringwood   Gloves®  $3.50;    2^  doz.  prs. 

Lined  Buck  Gloves  @  |36. 
Paid  the  salaries  for  the  week   by  chetiue.      Bought  two  chairs  for  tlie  office  and  paid  for  them 

by  cheque,  $12.75. 
Paid  the  City  Dray  Co.  for  cartage  out  for  the  week,  in  cash,  $12.50. 
Depo.sited  all  cash  in  hand  but  $100. 
83.    Sold  to  J.  H.  Hastings,  sight  draft,  less  5%,  4  doz.   prs.  Lisle  Thread  Hose  @  $8.50  :  3  doz.  prs. 

Cashmere  Hose  @  $8.90  ;   2  doz.  prs.  Silk  Hose  @  $33  ;  6  pes.  S.  Chambray,   29i,  32,  29^,  33, 

312,  33  @  20c.  ;  8  pes.  C.  Flannel,  36-,  37^,  39,  38',  37^,  39,  38=,  36  ©  17^c.  ;  3  pes.  Gingham, 

39,  363,  38  @  14c. 
Bought  from  the  Imperial  Cotton  Co.,  Jan.  20,  ^^g,  '%„,  12  pes.  Percale,  SO^,  31,  34^,  32,  35,  34=, 

31,  33,  352,  31,  34,  32  @  10c.  ;   10  pes.  Printed  Lawns,  22,  26,   24^,  25-',  23,  222,  25,   2P,  22, 

26  @  7|c. ;  10  pes.  Printed  Lawns,  23-',  21,   252,  26,  212,  22,  24,   23,  25',  24  @  lie.  ;  16  pes. 

Windso'r  Prints,  22i,  24,   212,  23,  25,  26,   24i,  25,  27',   26,   242,  213,  26,  212,   22,  24  @  6fc.  ; 

8  pes.  Gingham,  352,  37,  40,  363,  412,  432,  39,  441  @  9^^ 
Remitted  to  T.  R.  Webb  &  Co.,  a  bank  draft  in  payment  of  our  note  due  to-day  ;  exchange  |^%. 

24.  Remitted  to  the  Canada  Knitting  Co.,  a  bank  draft  for  the  amount  of  the  bill  received  Jan.  20, 

less  discount.     Paid  by  checjue  ;  exchangeiy^. 
Drew  on  G.  Mills  at  30  days  from  date  of  bill,  for  the  amount  of  the  sale  on  the  17tli.      Had  the 

draft  accepted  and  discounted  it  at  the  bank  at  7%.      Proceeds  credited. 
Sold   to  R.   McGregor,  ^J-^^,  "/jq,   5  doz.  prs.   Damask   Towels  @  $8.40  ;    3  doz.   Bleached   Damask 

Table  Cloths  @  $15  ;  20  prs.  Flannel  Blankets  @  $1.25  ;  5  pes.  Bleached  Cotton,  36,  383,  39^ 

372,  40  @  15c. ;  6  pes.  Heavy  Denims,  38,  423,  45,  391^  44^  46.'i  @  i5c. 
" — •    Deposit  all  cheques  on  hand. 

25.  Received  cheques  from- Duncan   Rae  ife  Co.,  and  from  Hall  it  Rutlierfor<l,  for  tlie  bills  of  the   16th, 

less  discount. 
Drew  at  sight  on  J.  H.  Hastings  for  the  bill  of  the  23rd,  and  left  with  the  bank  for  collection. 
Remitted  to  the  Dominion  Glove  Co.,  a  bank  draft  purchased  by  cheque  for  the  amount  of  the  bill 
/  received  Jan.  19  ;  exchange  ^%. 

/  Sold  to  Gilmour  <fe  Co.,  3/^^,  "/g^,  5  pes.  Broadcloth,   67,   66^,  69,  68',  70  @  67|c.  ;   4  pes.  Black 
Cashmere,   65,   692,  68,   723  @  q^^   .   3  p^g,   piaids,   70,    72',  74  @  60c.  ;  5|  doz.   Perrin's  Kid 
Gloves  @  $6. 87 J ;  3^  doz.  Cape  Gloves  @  $9  ;  12J  doz.  Black  Cashmere  Gloves  @  $3.25. 
,  Deposited  the  cheques  received  to-day.     Paid  a  bill  for  Stationery  in  cash,  $7.75. 

26.  Sold  to  J.  Henderson,  3/^^,  ^j^,  12|  doz.  prs.  Black  Cotton  Hose  @  95c.;   22i  doz.  prs.  Coloured 

Cotton  Hose  @  $1.90  ;    10  doz.  prs.  Lisle  Thread  Hose  @  $2.25  ;    10  doz.  prs.  Lisle  Thread 
Socks  @  11.60  ;  12  doz.  prs.  Silk  Hose  @  $8  ;  15  doz.  prs.  Cashmere  Hose  @  $1.90. 
Sold  to  Wilson  Rhodes  &  Co.,  3/^^,  "^g^,  8  doz.  prs.  Black  Cotton  Hose  @  $2.25  ;  5  doz.  prs.  Coloured 
Cotton  Hose  @  $2.20  ;  10  doz.  prs.  Lisle  Thread  Hose  @  $2.25  ;  8  pes.  Percale,  33',  342,  31, 
332,  35,   31,  333,  30  @  15c.  ;  6  pes.  Printed  Lawn.s,   22,  24',  25,   232,  26,  233  @  13^   .  7  ^^s. 
Windsor  Prints,  22',  233,  24,  262,  25,  243,  23  ©life. 
yQ  j^^rew  on  S.  Martin  for  the  amount  of  the  bill  of  the  13th,  less  credit,  and  had  the  draft  accepted. 
Py^^^  Received  from  W.  Teasdale,  a  bank  draft  in  payment  of  his  note,  $175  and   interest,  due  to-day. 
Deposited  the  draft. 

27.  Received  from  Bulmer  Bros.,  their  cheque  for  the  bill  of  Jan.  17. 
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Remitted  to  W.  Irwin  and  Co.,  a  cheque  for  the  invoice  received  on  the  18th. 
^/    Paid  by  cheque  the  freight  on  the  invoice  of  the  Imperial  Cotton  Co.,  received  Jan.  23,  S7.75,  and 
on  the  invoice  of  the  Canada  Knitting  Co.,  received  Jan.  20,  812.50. 
Sold  to  Graham  A  Gardner,  ' /j^,  "j^,  6  pes.   Broadcloth,  62^,  67,  63^,  65,  69'-,  67  @  75c. ;  5  pes. 
Tweed,   65S   63,   68-',   60i,  67  @  37|c. ;  4  pes.  Grosgrain,   65i,   64,   678,   66^  @.S1.10;  4  pes. 
China  Silk,  69,  67=*,  62,  66-'  @  30c.  ;  10  doz.  prs.  Ringwood  Gloves  @  83.50  ;  8  doz.  prs.  Lined 
Buck  Gloves  (s  815. 
-Remitted    to    Jeffrey    and    Barker,    a    bank    draft   in    payment    of    our    acceptance    due    to-day; 
exchange  ^%. 
28,.^-  Received  from  J.  S.  Williams,  his  cheque  for  the  bill  of  the  18th,  and   from  D.  E.  Sprague,  a  bank 
draft  for  the  bill  of  the  19th. 
Remitted   to  the  Imperial  Cotton  Co.,  a  bank  draft,  purchased  b\-  cheque,  for  the  bill  of  Jan.  20, 

exchange  ^%. 
Sold  to  S.  Martin,   Vj^,   ''Z^,    8   pes.   S.   Chambray,    29,    29^,   32,    30,   33S,    31,   30,   32^   @    19c.; 
6  pes.  C.  Flannel,  37^,  38-,  39,  42',  40,  38*  @  17^.  ;  7  pes.  Gingham,  36^,  38'^,  37,  39=*,  36,  40^, 
43  @  14e.  ;  4  doz.  prs.  Perrin's  Kid  Gloves  @  818  :  3i  doz.  Cape  Gloves  @  S13  ;  2i  doz.  Lined 
Buck  Gloves  <&  836. 
^  Paid  the  salaries  for  the  week  by  cheque.      Paid  in  cash  a  bill  for  advertising,  811.75. 
,,  The  partners  withdrew  each  850  by  cheque. 
30.    The  bank  reported  the  draft  on  J.  H.  Hastings  on   the  25th,  collected  and  credited,  less  exchange 
J  per  cent.     D.  E.  Sprague  has  requested  us  to  renew  for  18  days  his  acceptance  of  the  6th, 
due  to-day.     We  have  drawn  upon  him  for  the  amount,  and  added  interest  at  7%  for  21  days. 
,  Deposited  all  cheques  and  all  cash  but  850. 
Post  up  to  date,  post  Totals  and  take  off  a  trial  balance. 

Make  out  the  financial  statements.      Adjust  the  interest  between  partners  through  their   private 
accounts.     Close  the  books,  closing  the  private  accounts  to  the  capital  accounts. 

The  Jbllounng  are  the  Inventories 

Dress  Goods  and  Silks $7685.57 

Gloves  and  Hosiery 3907.  j^6 

Staples 3751.61 

Office  Furniture  depreciated  5  %, — 2  J  %  per  half  month. 
Insurance  paid  in  advance,  860^  Salaries  for  two  days. 
Allow  2%  ou  Accounts  Receivable  and  Bills  Receivable  for  possible  bad  debts — 1%  per  half  month. 

OPENING  THE  BOOKS  FOR  FEBRUARY. 
\.  C.  W.  Ramsay  it  Co.  this  day  admit  A.  S.  Rogers  as  partner  in  their  Wholesale  Dry  Goods  business, 
upon  his  paying  to  C.  W.  Ramsay  cash  equal  to  one-half  the  amount  of  the  capital  standing 
to  Mr.  Ramsay's  credit  on  the  books  of  the  firm,  together  with  a  bonus  of  8500.  One-half 
Mr.  Ramsay's  capital  is  then  to  be  transferred  from  his  capital  account  to  Mr.  Rogers'  capital 
account  on  the  firm's  books. 

By  the  new  agreement,  Ramsay  and  Skelton   are  each  to  receive   a   salary  of   8100  a  month,  and 
Rogers  a  salary  of  850  a  month.     The  remaining  gain  or  lo.ss  to  be  divided  equally. 

Make  the  necessary  entries  for  admitting  the  new  partner.    Post  these  entries  and  take  a  trial  balance 
before  going  on  with  the  work  for  February. 
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PARTNERSHIP  SETTLEMENTS 
The    opening   of  partnership  books  and   the  diWsion  of  profits  have  aheady  Ijeen   dealt  with,  pages 
10  to  13.     It  remains  to  deal  witli  problems  aiising  out  of  winding  up. 
Some  general  principles  should  receive  careful  attention. 

1.  Partnership  is  defined  in  the  Act  as  "The  relation  which  subsists  between  persons  carrying  on  a 
business  in  common  with  a  view  to  pi'ofit." 

2.  In  considering  financial  rights  of  partners  it  is  necessaiy  to  distinguish  : 

{a)  Rights  in  capital, 

(6)   Rights  in  respect  to  advances  and  undrawn  profits, 

{<:)  Rights  in  profits  and  liability  for  losses. 

3.  According  to  the  general  theory  of  the  Act  capital  is  a  tbced  quantit_v — not  varied  except  by 
agreement.  If  decreased  by  losses  it  must  be  restored.  If  increased  by  surplus,  the  surplus  may  be 
drawn. 

4.  Profits  addetl  to  capital  on  the  books  of  the  firm  are  by  this  step  then  implied  to  be  capital. 
\      5.   A  loan  by  a  pa,rtner  carries  a  i^ght  to  5%  interest  unless  otherwise  agreed. 

J   6.   Advances,  or  loans,  by  partners  to 


the  firm  rank  for  repayment  before  capital  but  after  ordinary 


by  partne 
creditors. 

7.  Except  as  expressed  in  the  ayreementXhe  interests  of  partners  shall  be  determined  hv  the  fnllowing 
rules,  ^ — 

[a)  All  partners  are  entitled  to  .share  equalU-  in  the  capital  and  profits  of  tlie  business  and  must 
contribute  equally  towards  losses  whether  of  capital  or  otherwise. 

(6)  The  firm  must  indemnify  e^ery  partner  for  paj-ments  made  or  liiibilit\-  incurred. 
i.  In  the  ordinary  conduct  of  the  business, 
ii.  In  anything  done  for  the  preservation  of  the  business  oi-  property  of  the  firm. 

(c)  A  partner  is  entitled  to  5%  on  advances  or  loans  to  the  firm. 

(d)  A  partner  is  not  entitled  before  the  ascertainment  of  profits  to  interest  on  capital  subscribed 
by  bim.  t-j-p 

(e)  No  partner  is  entitled  to  remuneration  for  acting  in  the  partnershij)  business. 

8.  Profits  are  defined  as  "The  increase  in  the  surplus  of  assets  over  liabilities.'  Revenue  and 
capital  profits  are  not  distinguished. 

As  already  pointed  out  a  partner's  standing  with  tlie  firm  may  be  modified  in  two  waj's  :  a.  By 
additions  and  /  or  withdrawals,  b.  By  losses  or  gains.  These  appear  regularly  on  the  books  in  three 
stages  of  work, — 

FIRST  STAGE  Connective  SECOND  STAGE  Connective 


THIRD  STAGE 


At  beginning  oj  Period 
Assets—Lia.at  beginning 


h  AdditiuH: 
-Drcrwing: 


At  Tried  Balance  Time 
Net  Credit—Ba/ance  in 
Capital  Account 


+  Gains 
—  Losses 


After  closing  the  books 
Assets — Lia.  at  closiiig 


Since  Loans  to  the  firm  are  preferred  to  capital  in  winding  up  they  should  be  in  a  separate  account. 

Provision  for  winding  up  should  be  made  in  the  agreement.  In  case  no  such  provision  has  been  made, 
a  valuation  and  di^-xsion  of  the  assets  may  be  made  and  agreed  to  by  the  partners  or  the  assets  may  be 
converted  into  cash,  the  liabilities  paid  and  the  remaining  capital  paid  out  to  the  partners  according  to  the 
amounts  then  standing  to  their  credit  in  their  capital  accounts.  Any  loss  or  gain  on  reaUzation  would  of 
course  be  shared  in  the  proportion  in  which  the  partners  share  losses  and  gains. 

For  methods  of  sharing  profits,  and  entry  thereof  through  partners'  accounts  see  page  1 2. 
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In  case  the  loss  should  be  such  as  to  jn-oduce  a,  deficieiiLy  iii  a  partner's  account  a  different  situation 
would  arise.     This  may  be  illustrated. 

A,  B,  and  C  are  partners  sharing  gains  and  losses,  A  |,  B  f ,  C  ^.  Their  standing  is  :  Assets. — Land 
and  Buildings  $3000,  Accounts  Receivable  §.oOOO,  Goods-in-Stock  $13750,  Cash  in  the  Bank  $6.50. 
Liabilities. — Accounts  Payable  §12000,  Unpaid  rent,  wages,  etc.  $1000,  B,  Loan  account  $3000,  A,  Capital 
$1900,  B,  Capital  $2400,  C,  Capital  $2100. 

They  decide  to  go  out  of  business.  The  Goods-in-Stock,  Accounts,  and  Premises  realize  $14,500. 
Realization  expenses  are  $500. 

Prepare  statement  showing  realization  of  assets  and  division  of  losses.  Also  show  the  cash  account 
and  the  Partners'  accounts  as  finally  closed. 


REALIZATION  AND  LIQUIDATION  ACCOUNT 


ASSKTS  TO  BE  RkALIZEI) 

1 

Liabilities  TO  BE  Liquidated 

Laiid  and  Bitildi>i(/>i 
Accounts  Re.ceimble 
Goods       ...         - 

SOOO 
5000 
13750 

Accounts  Payable 
Rent  and  Wayes 
B.  Loan  Account 

120O0 
1000 
3000 

LrABILITIES    LlCjniDATED 

Assets  Realized 

Accounts  Payable     - 
Sent  and  Wages 

12000 
1000 

Stock,  Accounts  etc.    - 
*Loss  on  Realization    - 

11,500 
7750 

Liabilities  not  Liquidated 

1 

B.  Loan  -         -         -         - 
Exj lenses  of  Realization    - 

Loss  on  RealizcUion  - 

SOOO 
500 



= 

A  f  Loss   -         -         -         - 
Bi    "      -        -        ■ 
CJ     "      -        -        -        ■ 

-= 



38250 

38250 

7750 

4843 

1037 

968 

7750 

75 
50 
75 

7750 

A.  CAPITAL  ACCOUNT 


19— 
Dec. 

31 

I  Lu.iS        -           -           -            . 
Net  Deficiency 

.',343 

75 

75 
75 

19— 
Dec. 

31 
31 

Capital      -,,      • 
Net  DeficieAcY^^'^- 

Cash  paid  in 

= 

19U0 
2943 

~- 

4843 

S943 

4843 

75 

Dec. 

31 

Dec. 

SI 

2943 
294S 

75 
75 

2943 

li.   CAPITAL  ACCOUNT 


19— 
Dec. 

Dec. 

31 
31 

31 

1  Loss     -         -         -        - 
Net  Capital      - 

Cash  to  Close    - 

^ 

1937 
462 

2400 

50 
50 

50 
50 

19— 
Dec. 

31 

Capital      .... 
Net  Capital 

= 

2400 

50 

2400 
462 

402 
462 

Dec. 

31 

462 

50 
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C.  CAPITAL  ACCOUNT 


19— 

Dec. 

*  11 

31 
31 

J  Lonii     .... 
Net  Capital 

Cash  to  Close 



96S 
1131 

25 

IB- 
Dec. 

31 
31 

Capital      .         .         -         . 
Net  Capital 

SlOO 

3100 

2100 

Dec. 

SI 

1131 

So 

Dec. 

31 

1131 

25 

1131 

■S.^ 

1131 

25 

B.  LOAN  ACCOUNT 


19  — 
Dec. 

31 

Cashinfidl      - 

3000 

19— 
Dec. 

31 

Loan          .... 

3000 

3000 

3000 

19— 
Dec. 

31 
31 

31 

31 

On  hand 
Realization  of  Assets 

Balance  down 
Cash  A's  Acct. 

650 
14500 

15150 

IB- 
Dec. 

31 
31 
31 
31 

Rent,  Wages 
Creditors 
Expenses 
Balance  down     ■ 

B  Loan  Account 

B  Capital 

C       "          "           -        - 

1000 

12000 

500 

1S50 

151.50 

Dec. 

1050 
2943 

75 

Dec. 

31 
31 
31 

3000 

46S 

1131 

50 
25 

4593 

75 

4593 

75 

Note  that  when  the  loss  is  distributed,  A's  capital  account  shows  a  deficiency  of  $2943.75  and  he  is 
required  to  pay  this  amount  into  the  business.  When  this  is  done  there  is  just  enough  cush  to  pay  off 
B's  loan  and  the  capital  still  due  to  B  and  C. 

If,  however,  A  should  be  bankrupt  in  his  private  affairs  and  could  not  bring  in  any  cash,  the  balance 
of  his  account  would  be  a  loss  to  the  business  of  .$2943.7-5,  to  be  shared — since  it  is  a  capital  loss — in  the 
proportion  the  capitals  of  the  remaining  partners  at  the  time  of  liquidation  bear  to  each  other.  That  is, 
B  and  C  must  bear  this  loss  in  the  proportion  24:21  or  |4,  |^l. 

This  would  be  charged  to  their  accounts  and  they  would  then  be  called  upon  to  bring  in  cash  to  meet 
their  deficiency.     The  cash  thus  brought  in  would  complete  the  pajTuent  of  B's  Loan. 

.1.   C.i/'ITJL  ACCOUNT 


Dejiciency 


19— 

2943 

75 

Dec. 

31 
31 

2943 

75 

To  B's  Account  |^ 
To  Cs  Account  \^ 


1570 
1373 
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B.  CAPITAL  ACCOUXT 


19— 
Dec. 

31  \  li  A's  Uericiency     - 

1 

1370 

19- 
Dtc. 

31 
31 

Capital      -         -         -         . 
Cash          .... 

462 
1107 

50 
50 

3 

Dec. 


C.   CAFITAL  ACCOVXT 


A's  Deficiency 


3?J>7  ? 


19— 
Dec. 


Capital 

Cash 


B.  LOAN  ACCOUXT 


19— 
Dec. 

31 

Cash        .... 

13.i0 

19— 
Dec. 

31 

Balance  Loan 

13.50 

CASH  ACCOUXT 


Dec. 
Dec. 


ffs  Capital  Deficiency 
Cs 


1107 

21,2 


in— 

Dec. 


31       B's  Loan 


J 


EXERCISE   ON    PARTNERSHIP   SETTLEMENTS 


^^' 


1.  Quarter  and  R  JNVaJker  are  partners.  Ey  agreement,  each  is  to  receive  a  salary  of  $1013  a 
month,  the  remaining  gain  or  loss  to  be  shared  according  to  investment.  Carter  invests  Si 2000,  Walker 
$8000.     The  gain  for  the  year,  before  partners"  salaries  have  been  paid,  is  Si.oOO. 

\         Show  their  capital  accounts  properly  closed. 

2.  E.  Wheeler  and  A.  Bain  are  partners.  Each  is  to  receive  5%  per  annum  interest  on  capital 
and  a  salary  of  S75  a  month.  The  remaining  gain  or  loss  to  be  divided,  Wheeler  J,  Bain  §.  ^\^leeler 
invests  S8000,  Bain  $12,500.     The  total  gain  for  the  year  is  8-5600. 

Show  their  capital  accounts  properly  closed. 

3.  B.  Fawcett  and  A.  Thompson  are  partners  under  agreement  to  share  gains  and  losses,  according 
to  average  investment.  Fawcett  invested,  Jan.  1,  $1770;  Feb.  10,  8^50;  May  22,  8500;  and  with- 
drew, June  5,  §350.:  Aug.  1.3,  J40(i  Thompson  invested,  Jan.  1,  S2300 ;  April  6,  SHOO;  and  with- 
drew, Sept.  7,  S900.     The  gain  for  the  year  was  8775. 

Show  their  capital  accounts  properlj'  closed. 


'\- 
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4.  Rogers  &  Chandler  began  business  a  year  ago,  under  agreement  that  each  should  receive  a 
salary  of  $50  a  month,  and  share  remaining  gains  and  losses,  Rogers  f,  Chandler  f.  Their  present 
assets  are  $9920,  liabilities  $8320.  Rogers  invested  $4260  and  withdrew  $5720;  Chandler  invested 
d3500  and  withdrew  $2990,     Required,  the  capital  accounts  properly  closed. 

5.  Britton  &  Oliver  close  business  as  follows :  Cash  on  hand,  $375;  on  deposit,  $2960;  notes  on 
hand,  $1160;  sundry  debtors,  $560;  goods  on  hand,  $2120;  Furniture  $560  (less  10%  for  depreciation). 
They  owe  notes  payable  $220,  and  on  open  accounts  $-1:60.  At  beginning,  Britton  had  assets  $4500 
and  liabilities  $425.  He  withdrew  $220,  and  is  allowed  interest  on  his  investment  $275.  Oliver  began 
with  assets  $4000  and  liabilities  $1150.  He  atlded  to  his  investment  $650,  and  is  allowed  interest 
$180.     They  share  gains  and  losses  equally. 

^v        Make  out  a  statement  of  assets  and  liabilities,  and  show  the  capital  accounts  properly  closed. 

^  6.  Gordon,  Hay  A  Keith  close  a  year's  business  as  I'ollows  :  Cash  on  hand,  $300;^  on  deposit, 
$7260;  notes  on  hand,  $920  (allow  10%  for  possible  loss);  personal  accounts  receivable,  $2270  (allow 
10%  for  bad  debts);  goods  on  hand,  $13750;  office  furniture,  $1270  (allow  5%  for  depreciation).  They 
owe  on  notes  outstanding  $960,  and  to  sundry  creditors  $1170.  Gordon  invested  $4000  and  withdrew 
$700.  He  is  allowed  interest  $195,  and  a  salary  of  $100  a  month.  Hay  invested  $4000  and  withdrew 
$500.  He  is  allowed  interest  $200,  and  a  salary  of  $100  a  month.  Keith  invested  $8000,  and  added 
during  the  year  $2000  more.      He  is  allnwed  interest  $500.      The  remaining  gains  and  losses  are  to  be 

,  shared,  Gordon  J,  Hay  ^,  Keith  i. 

\Make  out  the  statement  of  assets  and  liabilities  and  the  capital  accounts. 
7.     Noxon  (fe  Massey  have  just  completed  a  year's  business  as  partners.     Their  present  assets  are 
$10900,  liabilities  $4650.     The  gains  have  been  $4112,  losses  $1274.     Noxon  has  withdrawn  $350,  and 
is  allowed  for  extra  services  $450.     Massey  has  added  to  his  investment  $560.     They  were  equal  in 
investment  at  beginning,  and  they  share  gains  and  losses,  Noxon  -fTf,  Massey  ySr. 

\Make  out  the  capital  accounts  and  show  them  properly  closed. 
8.     A,  B  mid  C  are  partners.     They  have  cash  on  hand,  $460;  in  the  bank,  $3270;  Real  Estate 
which  cost  $4370,  and  which  has  appreciated   10%  in  value;  Mdse.   on  hand,  $7260;  Others'  notes  on 
hand.  $1460;  Accounts  Receivable,  $2790  (allow  10%  on  notes  receivable  and  accounts  receivable  for 
possible  bad  debts);  notes  outstanding,  $1460;    Accounts  Payable,   $3260;    Rent   Payable,   due,  $450; 
\       interest  accrued  on  Bills  Receivable,  $45;  on  Bills  Payable,  $37.     A  has  ^vithdrawn  $500,  B  $670,  and 
\      C  has  increased  his  investment  by  $750.     The  gains  have  been  $4360,  and  losses  $9520.     They  were 
\   equal  in  standing  at  beginning,  and  share  gains  and  losses,  A  ^,  B  ^,  C  j5_. 
\  Make  out  the  statement  of  assets  and  liabihties,  and  the  capital  accounts. 

9.  A,  B  and  C  close  a  year's  partnership  with  the  following  standing  :  Assets,  .^600;  liabilities, 
$10600.  They  have  gained  $4270,  and  lost  .^7360.  A  has  withdrawn  $550,  B,  $7?Dr'and  C  has 
increased  his  investment  by  $1200.  Each  was  to  receive  a  salary  of  $50  a  month,  and  C  was  to  receive, 
in  addition,  $200  interest.     They  share  net  gains  and  losses  equally,  and  were  equal  at  beginning. 

Required,  the  capital  accounts  closed. 

10.  L.  Mason  and  R.  Simpson  had  been  equal  partners.  At  Dec.  31,  their  balance  sheet  showed  : 
Cash  $10J5,  Accounts  Receivable  $107.25,  Stock  $342.75,  Furniture  $76^Machinery  $200,  Accounts 
Payable  $765.75,  R.  Simpson,  Capital  Account  Deficiency  $6 7. 5ft  L.  Ma.son,  Capital  Account  Credit  S38.50. 

The  Assets  realize,  Cash,  in  full.  Accounts  Receivable  $82.50,  Stock  $250,  Furniture  $25,  Machinery 
$100. 

Both  are  bankrupt  in  their  private  aiFau's.      What  composition  can  they  make  with  their  creditoi's? 

Had  both  been  able  to  bring  in  more  cash,  how  would  the  affairs  wind  up  1 

Had  Mason  only  been  able  to  bring  in  more  cash,  how  would  the  affairs  wind  up  1 
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BRANCH  STORE  ACCOUNTS 
Branch  Store  accounts,  in  theii'  simplest  form,  are  very  similar  to  Department  accounts.     The  system 
to  be  adopted  in  any  case  would  depend  on  the  special  circumstances  of  the  business,  in  particular  the 
location  and  size  of  the  branch,  together  with  the  authoritj-  given  the  branch  manager. 

In  any  case  such  arrangements  should  be  made  as  would  provide  an  effective  check  on  stock  and  cash 
handled,  and  as  would  give  tlft  Head  Office  management  a  definite  knowledge  of  the  condition  and  progress 
of  the  branch. 

(a)  The  books  may  be  kept  at  the  Head  Office. 

i.   Sales  invoices  and  credits  would  be  made  out  in  triplicate,  one  copy  for  the  customer,  one  for 
the  branch,  one  for  the  Heafl  Office.     The  Head  Office  copies  would  be  totalled  monthly  and 
posted  by  items  to  customers'  accounts  and  by  totals  to   "Mdse.  Sales  Branch  A."  account. 
it.   CoUections  would  be  made  by  the  Head  Office,  or  if  more  convenient,  might  be  made  by  the 
branch  and  reported  in  detail  to  the  Head  Office.     Cash  received  for  cash  sales,  or  on 
account,  would  be  deposited  in  a  local   l)aiik  to  the  credit  of  the  Head  Office  and  a  dup- 
licate deposit  slip  forwarded. 
iii.    Invoices,  whether  for  Mdse.  or  Expense,  would  be  O.  K'd  by  the  branch  manager  and  sent  on 
to  the  Head  Office  for  payment.     They  would  be  charged  to  "Mdse.  Pui-chases  Branch  A." 
or  "ExjK^nse  Branch  A." 
M'.  Goods  supplied  to  the  branch  from  Head  Office  Stock  would  be  entered  "Mdse.  Purchases 
Branch  A."  Dr., /Mdse.  Purchases  Account  Cr. 
The  whole  record  of  the  branch  transactions  would  thus  be  entered  through  the  Head  Office  books. 
The  work  might  be  simplified  by  pro\'idiug  special  columns  for  branch  transactions  in  the  various  books 
of  original  entrj-. 

If  further  details  were  required  for  purposes  of  the  .statement  they  should  be  obtained  by  analysis 
sheets.  On  the  other  hand,  if  the  business  were  very  small  the  whole  record  might  be  kept  in  one 
"Branch  A."  account. 

If  it  were  necessary  to  pay  small  items  of  expense  at  the  branch  a  petty  cash  account  should  be  kept 
on  the  imprest  system.     See  page  97. 

At  closing  an  inventory  of  stock  at  the  branch  would  be  taken  and  this  should  be  checked  by  the 
data  on  the  Head  Office  books.  Other  inventories  would  be  taken  into  consideration  in  the  usual  way. 
Insurance,  Rent,  Depreciation,  woulii  all  be  included  in  the  Branch  Expenses. 

From  data  entered  as  above  outlined,  a  Trading  Account  and  Profit  and  Loss  Account  for  the  branch 
could  be  prepared  and  it  could  then  be  incorporated  in  a  general  statement  for  the  whole  business. 
(6)  The  books  may  be  kept  at  the  branch. 

In  this  case  the  branch  would  be  in  a  position  of  a  separate  business,  but  as  it  would  have  no  inde- 
pendent capital  it  could  liave  no  capital  account,  but  instead  would  ha\  e  an  account  showing  its  relation 
to  the  Head  Office.      In  like  manner  the  Head  Office  books  would  contain  an  account  showing  the  standing 
of  the  branch.      For  the  purpose  of  these  accounts  entries  would  have  to  be  made. 
i.   When  tint  branch  was  opened; 

Head  Office  Books.— Branch  A.,  Dr.    15000 

To  Cash  5000 

Mdse.  10000 

Branch  Books.— Cash  Dr.      5000 

Mdse.  Dr.   10000 

To  Head  Office       15000 
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ii.  When  goods  were  supplied  by  the  Head  Office  : 

Head  Office  Books. — Branch  A.  Dr.,/Mdse.  Purchases  Cr, 
Branch  Books. — Mdse.  Purchases  Dr.,  /Head  Office  Cr. 
iii.  When  remittances  are  made  to  Head  Office  : 

Head  Office  Books. — Cash  Dr., /Branch  A.  Cr. 
Branch  Books.— Head  Office  Dr.,/Cash  Cr. 
iv.  At  the  time  of  closing  inventories  would  be  obtained  in  the  usual  way  and  a  statement  for 
the  branch  prepared.     The  net  profit  would  be  entered  in  the  Head  Office  account  on  the 
credit  side  and  the  balance  brought  down  as  the  present  standing  of  the  branch. 

A  similar  entry  would  be  made  in  the  Branch  account  in  the  Head  Office  books. 
V.  The  branch  statement  should  then  be  incorporated  in  a  general  statement  with  that  of  the 
Head  Office. 
Note. — The  Branch  account  is  in  effect  a  Loss  and  Gain  account  charged  with  all  cost,  credited  with  all  returns 
and  closed  to  Loss  and  Gain.     The  inventory  would,  however,  include  all  assets  and  liabilities  at  the  branch  at  the  time 
of  closing.,  ■~" 

(c)  Such  combination  of  the  two  methods  described  may  be  made  as  would  serve  in  any  particular 
case.  It  would  frequently  be  convenient  to  keep  the  Sales  Ledger  at  the  branch  and  report  details  to  the 
Head  Office. 

Branch  accounts  should  be  checked  carefully  to  see  that  e.g.  the  stock  reported  is  what  by  the  data 
reported  it  ought  to  be.  That  the  cash  reported  corresponds  with  the  data  also  with  the  accounts  on  the 
books.  An  analysis  of  the  data  and  the  two  methods  of  finding  Profit  and  Loss,  and  Present  Worth  are 
important  in  this  connection. 

Illustration  :  Company  A.  has  a  branch  which  it  supplies  with  goods  from  the  wholesale  but  which 
receives  cash  against  ledger  accounts  and  pays  in  the  whole  of  the  cash  each  day  to  the  Head  Office.  All 
wages  and  branch  expenses  are  paid  by  cheque  from  the  Head  Office  on  the  imprest  system. 

From  the  following  summary  for  the  year  supplied  by  the  branch  prepare  the  operating  statement  for 
the  branch,  the  Head  Office  account  in  the  Branch  books  and  the  Branch  account  in  the  Head  Office  books. 

Sales,  $13500;  returns  from  Customers,  $100;  allowances  to  Customers,  $25;  Cash  received  on  Ledger 
accounts,  $11900;  Cash  Sales,  $7100;  Stock  Jan.  1,  $2700;  Stock  Dec.  31,  $3100;  Bad  Debts,  $75;  Accounts 
Receivable  Jan.  1,  $6250;  Accounts  Receivable  Dec.  31,  $7650;  Goods  supplied  from  Wholesale,  $10600. 
Rent  and  Taxes  paid,  $400;  Wages  and  Sundry  Expenses,  $1900. 


Branch  Trading  Account 

Credit  Sales 

Less  Returns  and  Alioivatices 


Cash  Sales . 
Total  Sales  - 


IS  500 
125 

1S375 
7100 

20475 


Cost 

Supplied  from.   Warehouse 10600 

Stock,  Jan.  1    2700 


13S00 
Stock  Dec.  31   3100     10200 


Gross  Profits. 


10275 


Branch  Profit  and  Loss  Account 

Gross  Profits  .  .    

K.rpe^ises 

Bad  Debts 75 

£ent  and  Taxes ^^00 

Wages  and  General 1900 


10275 


2376 


Net  Operating  Profit . 


7900 
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HEAD  OFFICE  BOOKS 

BRAyCH  A.   A  ceo  r  XT 


19- 
Jan. 

Dec. 

*   •• 

1 
SI 

Balance 

Stock      -         -         -  2700 
Accounts  Receivable    6S30 

8950 

10600 

400 

1900 

7900 

19— 
Dec; 

SI 
31 
31 

Cash  Sales 

Cash  on  A  ccount 

Balance 
Stock        -         -         ■  3100 
Accounts  Receivable     7650 

7100 
11900 

10750 

Goods       -         -         -         - 
Rent  and  Taxes 
Wages  and  General 
Net  Profit 

Balaiice 

Stock      -         -         -  3100 
Accounts  Receivable  7650 



^^ 

S9750 

29750 

19— 
Jan. 

1 

10750 

BRANCH  BOOKS 

HEAD  OFFICE  ACCOUXT 


19— 
Dec. 

31 
31 

C'lsh  (C.  Sales) 
Cash  (on  Account)    - 
Balance 
Stock      ■         ■         ■  3100 
Account  Receivable    7650 

7100 
11900 

10750 

I'J— 
Jan. 

Dec. 

1 

31 
31 

Investment 
Stock        -         ■         -  S700 
Accounts           -         -  6250 

8950 
10600 
400 
1900 
7900 

Goods  Supplied 
Expenses,  Rent,  etc.    - 

"        General 
Net  Profit 

Balance  doutt 
Slock        ■         -         -  3100 
Accounts  Receivable     7050 

S9750 

29750 

19— 
Jan. 

I 

10750 

EXERCISE  ON  BRANCH  STORE  ACCOUNTS 

1.  Company  H  has  a  branch  which  it  supplies  with  goods  from  the  Head  Office.  The  cash  received 
at  the  branch  is  paid  in  daily.  From  the  following  data  prepare  the  operating  statement  for  the  year,  also 
the  Branch  Account  in  the  Head  Office  books  and  the  Head  Office  Account  in  the  Branch  books. 

Goods  suppUed  to  the  braajRi,  S8280;  returns  of  goods  supplied,  S140;  Stock  at  branch  Jan.  1,  $J,380. 
Stock  at  branch  Dec.  31,  $1480;  Cash  Sales,  .fJIBOO;  Cash  received  on  account,  $5600;,Accts.  Receivable, 
Jan.  1,  SlloO;  Bad  Debts,  S120;  Accts.  Receivable,  Dec.  31,  $1058;  Rent  and  Taxes,  $320;  Wages  and 
General  Expenses,  $680. 

2.  A  wholesale  firm  has  three  retail  branches  which  are  supplied  ^vith  goods  from  the  wholesale,  but 
they  keep  their  own  Sales  Ledgers  and  receive  cash  on  these  accounts  and  pay  in  the  whole  of  their 
cash  daily  to  the  Head  Office.  All  wages  and  branch  expenses  are  drawn  by  cheque  from  the  Head  Office 
on  the  imprest  system. 

From  the  following  particulars  supplied  by  the  branches  show  the  Branch  accounts  in  the  Head 
Office  books  and  then  combine  the  whole  into  one  general  trial  balance  and  Profit  and  Loss  account. 
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Credit  Sales  for  the  year -iZOOO-"     26000         23000 

Returns  from  Sales 20Q"  240  160 

Allowance  to  customers 5(}_,  40  60 

_.Cash  received  on  account 23800         _24000^        200QO- 

/^  Cash  Sales , 14200  ,        1^2500.         13000 

Stock,  Jan.  1, ~M00^        4800^       5S2Q^ 

-      Stock,  Dec  31, 6200  _580IV  4800__ 

^P^ Accounts  Receivable,  Jan.  1, I^SOO""^    12000^       1 1000 

;;?V^   -,      "  ■■  Dec.  31, 15300         WfigcT       1378^- 

/Bad  Debts 150  100  

^  Goods  suppUed  from  Wholesale ^1200^        iOGQQ^-     ^^OOOQ^ 

'       Rent,  Taxes,  and  Insurance  paid --^*^0    -         XQQ^  750 

, -Wages  and  General  Expenses 3800  3560  3oM^ 

3.  Manning  ifc  Co.  operate  a  Queen  St.  Branch  which  they'supply  with  goods  upon  order.  Sales  are 
made  for  cash  and  on  ciedit..  From  the  following  data  prepare  the  Branch  account  at  Head  Office  :  Goods 
supplied  to  branch,  femOO  jboods  retui-ned  to  H.  O.,  $200  j  Stock  at  branch,  Jan.  l/$37&QA  Cash  sales, 
88375); Credit  sales,  $Tl5f5j  Rebates  to  customers,  S5T0  ;i  Disc,  to  customers,  .§600  ;  (Bad^ebts,  §145  ;) 
/ B«H<|3;0^  I  Insurance,  S24^Taxes,,|126^  (Wages,  $148^")SA.ccts.  Receivable,  Jan.i^^S6550  ;  Goods  at 
^branch  Dec.  31jjL§3475  jExp^ises  paid,  8375;jCash  received  on  account,  .^2295;  Accts.  Receivable, 
Dec.  31,  $8265.  V         ^  ^  -^  — ^ 

^  4.     Hart  <fe  Davis  have  opened  a  branch  store,  and  placed  E.  Ford  in  charge.     He  has  a  stock  of 

goods,  8^760,  and  cash,  §175.  The  accounts  are  kept  at  the  head  office  and  in  the  same  books  as  the 
main  business.  The  store  is  rented  at  S30  a  month,  and  Ford  is  paid  8%  commission  on  sales.  At  tlie 
end  of  the  year  the  books  show  purchases  for  the  branch,  $7760,  less  discounts,  •|l_69,j  Freight,  $330; 
Cash  Sales,  ,§3320  ;  Credit  Sales,  f572Q.,;  Insurance  paid  ,^$30  ;  Rent  paid  for  11  months;  Commission 
paid  to  Ford,  $650.  There  is  a  stock  of  goods  now  on  hand,  $3500,  and  accounts  receivable  S325. 
Make  out  the  "  Branch  Store  "  account  in  the  General  Ledger. 

5.  Warnock  &  Co.  open  a  branch  store,  and  place  J.  Fowler  in  charge.  He  is  given  a  stock  of 
goods  valued  at  ^3772^and  cash,  $75.  The  store  is  rented  at  ^50  a  month,  and  Fowler  is  to  receive 
$75  a  month.  The  books  are  kept  at  the  branch.  During  the  year  there  is  purchased  for  the  branch 
goods  worth  $^60.  Fowler  has  reported  cash  sales,  $2740^^ and  credit  sales,  §j_98p.  At  the  end  of  the 
year  there  are  goods  on  hand,  S5200,  and  Fowler's  books  show  Accts.  Pay.,  $1_770,  and  there  are  notes 
payable,  $360.  The  rent  and  salary  for  the  year  have  been  paid,  and  $400  has  been  remitted  to 
Wamock  &,  Co.  Fowler's  cash  book  shows  a  balance  of  $455,  and  there  is  this  amount  of  cash  in  the 
tiU.     Find  the  gain  for  the  year.     Is  Fowler's  cash  balance  correct  1 

6.  Sylvester  &  Co.  have  a  branch  store  in  charge  of  E.  Seymour.  At  the  beginning  of  the  year 
the  branch  is  charged  in  the  books  of  the  firm  with  $6200,  made  up  of  goods,  $4700  ;  notes,  $220 ; 
accounts  receivable,  $1200;  and  cash,  $240;  with  bills  payable  outstanding,  $160.  The  books  are 
kept  at  the  branch.  The  rent  is  $60  a  month,  and  Seymour's  salary  is  $90  a  month.  Nine  months  later 
a  fire  occurs  and  the  stock  is  completely  destroyed.  The  books  and  papers  are  all  saved  but  the  bill 
book.  Upon  examination  the  books  reveal  the  following:  Goods  bought,  $7300;  goods  sold,  $8500; 
cash  on  hand,  $1700  ;  accounts  receivable,  $2500  ;  accounts  payable,  $2400  ;  expenses  paid,  $175  ;  horse 
and  delivery  wagon  coat  $195  (now  worth  $180);  insurance  paid,  $50.  Eight  months'  rent  and  salary 
have  been  paid.  The  bank  balance  is  $720.  There  are  notes  receivable  on  file,  $600,  and  this  is 
thought  to  be  correct.  If  the  insurance  company  pays  over  the  amount  of  the  insurance,  $4500,  what 
will  then  be  the  sain  or  loss  on  the  branch  1     What  is  the  amount  of  outstanding  notes  1 


^.y,- 
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COMMISSION  SALES  ACCOUNT 

A  firm  sometimes  sells  goods  for  a  manufacturer  or  producer,  though  it  does  not  wish  to  purchase 
and  carry  a  stock  of  such  goods.  The  sales  are  then  iisually  made  on  commission.  Orders  are  taken  in 
the  usual  way  and  filled  from  a  stock  supplied  by, the  manufacturer,  or  they  are  forwarded  to  the 
manufacturer,  who  ships  direct  to  the  purchaser.  ' 

As  the  goods  are  not  bought,  but  only  sold  for  account  of  the  manufacturer,  the  account  kept  is 
really  a  personal  account.  It  is  credited  with  all  sales  made  on  commission,  and  charged  with  rebates 
and  returns  from  sales,  commission  on  actual  sales,  and  all  remittances  on  account.  When  the  commis- 
sion has  been  charged  in  full,  the  balance  of  the  account,  if  any,  is  a  liability. 

[Illustkation] 
THE  WESTERN  MILLING  CO.      FLOUR  ACCOUNT 


Jan. 
*  " 

15 
IS 
31 
31 

Cash 
Returns 
Com.  5%  - 
Balance     - 

C 
J 
J 

400 

50 

47 

493 

Jan. 

31 

Balance     - 

-       S 

990 

Feb. 

1 

493 

ANALYSIS  SHEET  FOR   DEPARTMENT   PURCHASES 
Departme/tt  Purchases,   Freight  Paid,  for  March,   19 — 


Invoice  No. 

Tea-s  and 
C'oireus 

Canned  Goods 

Dried  Fruits 

Biscuits 

Sugar 

Sundries 

Total 

1 
2 
3 

4 
5 
6 

Rebates 
Net  Pur. 

741 

537 

60 
OS 

7.5 

64 

723 

70 

*10 
168 

to 
45 

350 

95 

729 

34 

188 

60 

746 
768 
178 
729 
350 
553 
188 

3515 
44 

15 

68 

65 

34 

95 

39 

60 

76 
25 

1322 

44 

07 
25 

82 

746 

15 
15 

178 

65 

350 

95 

729 

34 

188 

60 

1277 

746 

178 

65 

350 

95 

729 

34 

188 

60 

3471 

51 

*  Freight  entered  ii 

Red  Ink. 

Use  a  similar  sheet  for 

Dept.  Sales  and  Profits. 

Or  rule  Ledger  Accounts  thus, — 

Date 

Remark  .s 

Dept.  A 

Dept.  B 

Total 

Date 

Remarks 

Dept.  A 

Dept.  B 

Total 

For  exercise  see  page  98. 
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Date 
19— 

L. 
F. 

-J 

Accounts  Cr.                           Remarks. 

Disc. 

off 
Sales 

Dr. 

Accts. 

Rec"le 

Cr. 

Bills 

Recle 

Cr. 

Int. 
Cr. 

Sund. 
Cen. 
Ud. 
Cr. 

Int. 

k. 

Exeh. 

Dr. 

Bank 
Dr. 

May 
May 

1 
3 

4 

6 
6 
8 
11 
11 

14 

IS 
15 

15 

15 
15 

15 

D.  M.  Walker                     On  Deposit 
D.  Johnston                       On  A  ccount 

No.  1,  Smith 

Deposit 

No.  2,  Wihon 
Discount  off  Sales               D.  Johnston's  Account 
R.  Mason,  (Acct.  Pay'le. )  Over  Paid 
Bank  Loan                          My  Note  Discounted 
D.  Johnston                       On  A  ccount 
C.  M.   Wilson                      Compromised  his  Account 

Deposit 

Accounts  Receivable 
Bills  Receivable 
Interest  and  Discount 

On  Deposit 

12 
12 

3SS 

400 
177 

965 

20 
20 

550 
220 

770 

- 

3 
3 

60 
60 

4000 

12 

SO 

2000 

6032 

965 

770 

3 

7770 
5427 

20 
60 

80 

J7 

1 

45 

1 
4^ 

47 

IS 
60 

00 
78 

78 

4000 

940 
219 

12 

1955 

596 
7723 

7723 
5427 

42 
40 

20 

OS 

02 
47 

PETTY    CASH 


Date 

Explanation 

Dr. 

Cr           1 

Postage 

Exch. 

Delivery 

Sundries 

May 

1 

4 
6 
8 
9 
10 
12 
13 

Cheque  Gen.  Cashier 
Sundry  Expenses 
Exchange 
Cartage 
Stationery 
Delivery  Messenger 
Exchange 
Stamps 

100 

00 

3 

1 
4 
5 
9 
2 
6 

50 
S3 

20 
00 
20 
63 
40 

6 

40 

1 

2 

53 
62 

4 
9 

20 
20 

3 

5 

50 
00 

100 

32 

45 

6 

40 

4 

15 

IS 

40 

S 

50 

" 

13 

Balance 

Balance 



67 
100 

55 
00 

100 

May 

15 

67 

55 

1 

" 

15 

Cheque  Gen.  Cashier 

32 

45 

BANK    RECONCILIATION 
The  cash  balance,  if  any,  shown  in  the  cash  book  should  correspond  with  the  actual  cash  on  hand. 
The  bank  balance  shown  in  the  cash  book  will  not  correspond  with  the  balance  shown  in  the  Bank 
pass  book  unless  all  cheques  have  been  presented  for  payment. 
The  following  reconciling  statement  should  be  made  : 

May  2 — Bank  balance  as  per  C.  B 

Balance  as  per  Pass  Book    $^002.08 

Cheque  outstandiiig,  #5 $  37.50 

#7 200.00 

2S7.50 
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Date 
192— 

L. 

F. 

s' 

i 

Accounts  Dr.                   Remarks 

Disc. 

off 
Purch. 

Or. 

Accts. 

Pa  vie 

lir. 

Bills 

Pavle 

Dr. 

Suiid. 
Gen. 

Led. 

Dr. 

fk. 
No. 

Int. 
Cr. 

Bank 
Cr. 

ay 

1 

5 

7 

7 

7 

8 

8 

10 

IS 

IS 

15 

15 
15 
15 
15 
15 

Pelly  Cash                          Ch'kPetty  Cashier 

No.  1  Robson 
R.  Mason                          FuU  of  A  cct. 
Duly                                  Invoice  No.  1 
Freight                                Inxxiice.  Xo.  1 

No.  2  Harrison 
D.Johnston,  {Acct.  Rec.)  Dishonoured CKk 
S.  Dickson                         On  Account 
C. M.  WUson,  {Acct.  Rec. )  Dishonoured  Note 
Rent,  May,  19— 
Petty  Expenses 

Accounts  Payable 

BUls  Payable 

Interest  and  Discount 

General  Expense 

Balance                              On  Deposit 

^/ 
•J 

J.l 
1.} 

.50 
■50 

120 
436 
556 

50 
50 

460 
375 

S35 

- 

3 
3 

30 
30 

50 

32 

82 

45 
45 

100 

65 
35 

400 

m 

S21 

556 

835 

3 

82 

5427 

7726 

.50 

■50 
50 
00 
■30 
45 
47 

22 

1 
2 
3 
i 
5 
6 

si 
7 

n' 

8 

9 

3 
3 
3 

20 
20 
20 

100 

463 

ISO 

65 

35 

371 

400 

436 

221 

50 

32 

2295 

5427 

7723 

30 

SO 

■50 
50 

45 

■55 

47 
02 

When  all  cash  received  is  deposited  daily  and  all  payments  are  made  by  cheque  it  is  not  necessary  to 
provide  a  cash  colmnn  in  the  cash  book.  Items  of  cash  received  may  be  distributed  to  their  proper 
columns  when  the  entries  are  made,  and  carried  over  to  the  bank  column  when  the  deposit  is  made.  In 
the  cash  book  above  a  gi-ouping  of  Debit  and  Credit  coliunns  is  suggested.  On  each  side  of  the  book  the 
columns  are  in  three  gi'oups.  On  the  debit  side:  (a)  Columns  not  representing  actual  cash.  (6)  Columns 
containing  entries  of  actual  cash  received,  (c)  The  dispo.sal  of  ca.sh  received — whether  paid  for  interest 
or  exchange  or  paid  into  the  bank  for  deposit.  The  second  and  third  groups  should  balance,  thus  gi\'ing 
a  proof  of  the  work. 

In  posting  to  the  Sales  Ledger,  since  the  net  amount  only  is  entered  in  the  Accounts  Receivable 
column,  the  discount  and  net  amoimt  would  both  have  to  be  posted  to  the  Personal  account,  and  in  posting 
to  the  General  Ledger  the  totals  of  the  Discount  coltimn  and  Accounts  Receivable  column  would  have  to  be 
posted  to  the  Accounts  Receivable  account,  and  the  total  of  the  discount  column  would  also  have  to  be 
posted  to  the  Discount  off  Sales  account. 

Similar  proof  and  posting  would  apply  to  the  credit  side  of  the  book. 

When  there  are  cheques  to  be  charged  back  a  column  for  Discounts  off  Purchases  and  for  Discounts 
off  Sales  should  appear  on  each  side  of  the  book,  or  only  one  cash  discount  account  should  be  kept.  In 
this  way  the  anomaly  appearing  in  the  entry  for  Johnston's  dishonoured  cheque  in  the  above  cash  book 
would  be  avoided. 

The  method  of  dealing  with  Petty  Cash  shown  on  the  opposite  page  is  known  as  the  "Imprest 
System."  An  initial  cheque,  for  an  amount  sufficient  to  cover  the  expenses  for  a  given  period,  is  drawn 
by  the  General  Ca-shier  and  handed  to  the  one  in  charge  of  Petty  Cash.  At  the  end  of  the  period  the 
book  and  vouchers  are  submitted  to  a  superior  in  the  office  who  examines  them  and  counts  the  cash, 
and  if  all  is  satisfactory  he  attests  the  correctness  with  his  signature. 
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The  entries  to  be  made  are  : 

1.  When  the  initial  cheque  is  drawn  it  is  entered  through  the  general  cash  hook.  Petty  Cash 
Dr.,/Bank  Cr. 

This  entry  is  posted  to  a  "Petty  Cash"  account  in  the  General  Ledger  and  remains  an  asset  item  un 
the  books  from  year  to  year. 

2.  When  the  book  is  handed  in  and  a  new  cheque  given  for  the  expenses  to  date,  the  entry 
is  made  through  the  general  cash  book  either :  (a)  As  in  the  illustration  charging  General  Expense 
and  obtaining  details  for  the  analysis  sheet  from  the  Petty  Cash  book,  or  (6)  Charging  each  of  the 
accounts  directly  through  the  general  cash  book.  Postage,  Exchange,  Delivery,  and  General  Expense 
being  made  debit. 


EXERCISES— ANALYSIS  SHEETS 


1.   From   the   following  data    prepare   Trading 
Capital  Accounts  and  Balance  Sheet. 


Cash   230 

Bank S220 

Accts.  Rec 52^6 

Bills  Rec S820 

Accts.  Pay .... 

^,  Bills  Pay 

f^'        R.  D.  James,  Cap 

^  Ji.  D.  James,  Priv 200 

, -;(u>b.  0. 


H 


k 


Henry,  Cap. 


\C.  0.  Henry,  Priv 175 

Disc,  off  Pur 

\Disc.  off  Sales 2U' 

Dept.  A.  Pv/r. 9600^ 

Dept.  A.  Sales 

-.Dept.  A.  Inv _aOOg. 

,  Dept.  B.  Pur .  3200^ 

'  ,Dept.  B.  Sales 

Y^Dept.  B.  Inv SSOQ 

Office  Furn 4.30 

Int.  and  Disc 22 

Gen.  Exp 8TS 


2742 

1860 

10000 

8000 

18S' 


12600 


10 


S9600       39600 


Accounts,    Profit  and  Loss    Account,   Sununaiv   of 

j4..^^  /  3  ?"  7 

EXPEXSE  AXALTSIS 

•Delivery   7o 

Advertising     

Trav.  Exp 

Salesmen's  Salaries     

Cartaye-out 

Rent    

Light  and  Fii^el 

Insurance 

Repairs 

OffUce  Expense 

Office  Salaries 120 

Postage   10 

Exchange    3 


87.^ 


IXVEXTORIES 
Mdse.  Dept.  A.,  %8800j  Mdse.  Dept.  B.,  $.3400  ; 
Office  Furn.,  $.^00^  Ins.  paid  in  advance,  ^80  ; 
Salaries  accrued,  Offlice,  $20,  Salesmen,  $2o. 
Allow2  %  on  Accts.  Rec.  and  Bills  Rec.  for  Bad 
Debts. 


The  Partners  are  to  be  allowed  interest  at  6  %  per  annum  on  Capital  investefl,  the  same  to  be  adjusted 
through  the  Private  Accounts.     They  share  gains  and  los.ses  equally. 
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2.   Following  is  the  Trial  Balance  from  the  books  of  George  Mills  &  Co.  at   Dec.  31,  1923  : 


Cash 

432.92 

Mdse.  Sales  .  . 

5S78.Sa 

JiiUs  Receivable 

ISSO.J^ 

Mdse.  Inventor 

J 

7715.44 

Accounts  Eeceivable .  .  . 

1909.74 

Rebates  off  Purchases .... 

89.00 

Accounts  Payable  .... 

347.28 

Rebates  off  Sale 

36.80 

Bills  Payable 

1977.55 

Cash  Discount 

22.13 

55.59 

GuodivUl 

1000.00 

General  Expense 

1157.40 

61.67 

George  Mills,  Capital  . 

5750.00 

Reserve  B.  Debts 

114.94 

James  Mills,  Capital  . 

13.98 

4750.00 

Bad  Debts  .  .  . 

55.26 

.fames  Mills,  Prit^ate .  . 

48.91 
23.-50 

18524.35 

18524.S5 

In-freight 

Mdse.  Purchases 

4258.8.5 

Inventories  of  Mdse.: 

Dept.  A.       Dept.  B.        Dej. 

H.  G.        De.pt  D. 

Dept.  E. 

Total 

Dec.     1, 

2599.10 ;     h 

'66.90  ;       836.30  ;     1035.80  ; 

1677.34  = 

-7715.U 

Dec.  SI, 

2343.10 ;        7 

38.50;       900. SO;      1050.60; 

2226.20  = 

7258.70 

Rebates  off  Purchases  : 

18.00  ; 

71.00  = 

89.00 

Rebates  off  Sales  : 

5.00  ; 

8.00  ; 

23.80  = 

36.80 

Freight-in  : 

11.35 ; 

12.15; 

.  .  .  .    = 

23.50 

Dept.  Sales  : 

1583.62 ;       1012.60 ;        77  c 

-.46;      467.14; 

1539.50  = 

--  5S78.S2 

Dept.  Purchases  : 

989.06  ; 

65.10;       679.97;       462.80; 

2061.92  = 

4258.85 

Cash  Discounts  are  to  be  entered  thro^^gh  Profit  and  Loss  Acct. 

ANALYSIS  OF  EXPENSE 
Credit  :   Inventories  Dec.  1st :  Travelling  Expenses  due  $20;  Salesmen's  Salaries  due  $25;  Office  Salaries 

due  SI  6.67  =  Total  $61.67. 
Debit:     Inventories:    Coal   $33.75;    Insurance   paid    in    advance   §56.25;    Office    Furniture    $427.50; 
Expen.ses  paid   Advertising  $72.25;  Travelling  Expenses  $115.55;    Salesmen's  Salaries  $150j 
Light  and  Fuel  $6.50;  Repairs  $13.20;  Office  Salaries  $100;  Office  Expense  $21.70;  Collection 
and  Exchange  $6.10;  Cartage  $4.60;  Rent  $150.00.  =  Totals  $1157.40. 
Other  Inventories  :  AUow  5%  depreciation  on  Office  Furniture;  allow  2  %  on  Accounts  Receivable  for 
further  bad  debts;  Insurance  paid  in  advance  $50.00.      Allow  the  partners  interest  at  5%  on 
Capital  and  divide  remaining  gain  or  loss  equallj'. 
(a)   Prepare  the  Financial  Statement  at  Dec.  31st. 
(6)   Prepare  necessary  statements  showing  profits  by  depaitments. 
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EXERCISES  ON  THE  CASH  BOOK 

Rule  a  Cash  Book  with  columns  similar  to  tho,se  on  page  46-47  or  on  page  96-97  and  enter  the 


following  transactions. 

To  keep  Petty  Cash  on  the  Imprest  System  deposit  all  money  in  the  bank  then  give  the  Petty  Cashier 
a  cheque  for  $100.  Pay  all  cash  items  out  of  Petty  Cash  and  at  the  close  give  the  Petty  Cash  a  cheque 
for  the  amount  of  disbursements. 


100  BOOKKEEPING 

Mav  1,     J.  Stewart  continues  business  -svith  Cash  on  hand,  $220,  and  in  the  Bank  of  Montreal,  $4360. 

2.  Received  cheques  in  full  of  the  following  accounts:  J.  Mason,  $320,  less  3%;  F.  "Willard,  $165, 

less  2%;   R.  Holmes,  $195,  less  4%;   and  in  payment   of   the   following  notes:   B.  Brown's, 

$77.50  and  interest  $1.50;  R.  Davis's,  $125,  less  discount  for  unexpired  time  $2.20. 
Paid  by  cheque  the  following  bills  :  R.  Taylor's  bill  of  Apr.  30,  $270,  less  4%;  P.  Walker's  bUl  of 

Apr.  26    $467.50,  less  4%;    D.  Gardiner's  biU  of  Apr.   29,  $277.50,  less  2%;   also  my  note 

favour  M.  Crane,  $262.50,  less  discount  for  unexpired  time,  $4.50. 
Paid  insm-ance  by  cheque,  $37.50.     Paid  for  cartage  in  cash,  $14.60. 
Deposited  all  cheques  on  hand  (exchange  ^%,  but  not  less  than   10c.  on  any  cheque)   and  all  cash 

on  hand  but  $100. 

3.  Drew  from  the  bank  $100,  to  be  paid  out  in  wages.      Paid  sundry  petty  expenses  in  cash,  $8.75. 

Withdrew  for  private  use  by  cheque,  $200. 

Paid  for  postage  in  cash,  $5. 

Close  the  Cash  Book  and  bring  down  the  balances.      Show  proper  checking. 

4.  Received  cheques  in    full  of   the   following   accounts;    R.  Hart,    $177.60,    less    discount,    $2.60; 

H.  Riddell,  $215.40,    less  disc,  $12.30;   P.  Walker,  $115.60;   J.  Taylor,  $77.50,  less  disc, 
$1.20;  also    in    payment    of    the   following  notes:  S.   Burrows,   $133.60,  and  interest,   $1.10; 
S.  Ewing,  $177.60,  and  interest,  $2.15. 
Paid  by  cheque  the  following  biUs  :  J.   Coates's  bill  of  Apr.  25,  $220,  less  3%;  A.    Bell's  bill  of 
Apr.  27,  $312,  less  3%. 
6.       Discounted  notes  on  hand  Nos.  1,  2,  and  3,  amounting  to  $725,  discount  charged,  $5.60.      Proceeds 
deposited.     Paid  for  repairs  in  cash,  $15.60. 
Deposited  all  cheques  on  hand,  exchange  85c.     Close  the  book.      Post  and  take  a  Trial  lialance. 
2.     Rule  a  Cash  Book  to  meet  the  following  requirements  :  — 

General,  Sales,  and  Purchase  Ledgers  are  kept  on  the  self-balancing  system,  cash  discounts  are  allowed 
and  received,  the  Bank  account  is  kept  in  the  Cash  Book,  all  receipts  are  deposited  daily,  and  all  payments 
are  made  by  cheque.  Tlie  Expense  account  is  not  to  be  subdivided.  For  petty  expenses  a  Petty  Cash 
Book  is  kept  on  the  Imprest  System. 

Record  the  transactions  given  below  and  balance  the  book  as  at  the  end  of  the  week  : — 

July  2.  D.  A.  Carson  continues  business  with  a  balance  of  $J3929.20  in  the  Dominion  Bank.  Gave  to 
Petty  Cashier  cheque  for  $50._.  Paid  the  following  bills  :  W.  King,  for  rent  of  store  for  Julj- 
$90;  Ontario  Stationers,  for  set  of  office  books,  $125. 

3.  Received  from  T.  Davis  his  cheque  for  $388  in  full  of  his  account,  less  3%  discount.     Cash  Sales,  $165^ 

4.  Issued  cheques  as  follows:  R.  Burns,  for  bill  of  June  26,  $87.40,  less  3%  discount;  H.  Benson,  in 
payment  of  my  note,  $430,  and  interest  thereon,  $3.75. 

5.  Discounted  at  the  bank,  a  draft  drawn  on  D.  Ramsay,  $375;  discount,  $3.60;  exchange,  95  cents; 
proceeds  deposited. 

6.  Received  cheques  as  follows  :  J.  Adams,  for  bill  of  June  28,  $225,  less  3%  discount;  G.  Ross,  for  his 

note  due  to-day,  $77.50,  and  interest  thereon,  $2.50;  C.  Tester,  prepaying  his  note,  $300,  less 
$3.50  discount. 

7.  Cash  Sales,^1^2.5g, 

Issued  cheque  to  Petty  Cashier  for  Petty  Expenses,  $27.50,  chargeable  as  follows  :  Postage,  $7.50; 
Cartage,  $12.00;  General  Expense,  $8.00^ 


SET  V 

WHOLESALE  GROCERY  BUSINESS 

Special  Features. — Use  of  the  Analj-sis  sheet  for  the  distribution  of  Purchases  and  Sales  to 
Departments  Branch  Store.  Use  of  Rebates  Books,  debit  and  credit.  Use  of  Petty  Cash  Book. 
See  pages  91  to  100. 

INSTRUCTIONS 

(a)  Books  to  be  Used.— Purchase  Book,  Sales  Book,  Rebates  Debit  Book,   Rebates  Credit  Book,  Cash  Book, 
Bill  Book,  Journal,  all  as  principal  books  ;  General,  Purchase,  Sales  Ledgers. 
(6)  The  business  is  divided  into  departments,  as  follows  : 


Canned  Goods 
Tea  and  Coffee 
Dried  Fruits 
Sugars 
Biscuits 
Sundries 


Fish,  Fruits,  Vegetables. 

Teas,  Coffees,  Cocoa. 

Evaporated  Apples,  Figs,  Prunes,  Raisins,  Currants,  Pates. 


Soap,  Slatches. 

(c)  The  terms  of  sale  are  uniform,  and  are  as  follows  : 

3  mos.,  3%  off  in  15  da.  :  Teas  and  Coffees. 

30  da.,  1%  off  in  15  da.     :  Drietl  Fruits,  Biscuits,  Canned  Goods, 
Neb  Cash  :  Sugars,  Sundries. 

(d)  Purchases. — The  Purchase  Register  will  have  onlj'  one  column  for  totals.  The  Analysis  Sheet  will  be  used 
for  distribution  to  departments.  It  should  be  written  up  at  the  middle  and  end  of  each  month,  the  data  beinft 
obtained  from  the  Invoices  and  the  Cash  Book,  the  amounts  of  the  invoices  being  entered  in  their  proper  coluiiiii,  and 
the  freight  being  taken  from  the  Cash  Book  and  entered  in  red  ink  over  the  invoice  to  which  it  belongs.  At  tlie  end 
of  the  month  tlie  sheet  will  be  totalled,  and  tlien  the  rebates  and  returns,  as  shown  by  the  rebates  debit  book,  will  be 
deducted,  showing  the  net  purchases  in  each  department. 

(e)  Sales. — The  items  must  be  entered  in  the  Sales  Book,  grouped  according  to  terms, — 3  mos.  goods,  then 
30  da.  goods,  then  n/c  goods.  These  must  be  posted  to  the  customers'  accounts  as  separate  bills,  the  terms  being 
entered  in  the  explanation  column  of  the  account. 

Use  the  Analysis  Sheet  for  distribution  to  departments,  obtaining  the  data  from  the  Sales  Book.  Write  up  the 
Analysis  Sheet  at  the  middle  and  end  of  the  month.  At  the  end  of  the  month  total  it,  and  deduct  rebates  and  returns, 
as  shown  in  the  rebates  credit  book.     This  will  give  the  net  sales  for  the  month. 

(J')  To  find  gain  by  departments  :  Add  to  the  Inventory  at  beginning  the  net  cost  of  goods  purchased,  and  from 
this  total  deduct  the  inventory  at  closing.  This  will  give  the  cost  of  the  goods  sold,  by  departments;  and  by 
deducting  these  amounts  from  the  amount  of  the  sales  by  departments,  we  obtain  profits  by  departments.  This  data 
.should  be  entered  in  a  third  analysis  sheet,  entitled  Profits  by  Departments. 

(g)  To  avoid  making  the  work  too  involved,  provision  has  not  been  made  for  distributing  tlie  Cash  Discounts  to 
departments.  Insteiid,  the  Cash  Discount  is  posted  to  one  account  from  the  Cash  Book  colunins,  and  this  account  is 
then  closed  to  the  Loss  and  Gain  account,  lus  is  done  b\'  some  accountants. 

(A)  The  Cash  Book  should  have  the  columns  as  on  page  96.  Petty  Cash  should  be  kept  on  the  imprest  system. 
The  Imprest  .SoO  is  first  issued  on  the  Ttli,  and  it  is  e.\amined  each  half-month.    Omit  B.P.  and  Int.  Cols,  in  Gen.  C.B. 

(t)  Keep  a  Merchandise  account  in  the  Ltdger  in  the  three  divisions  :  ildse.  Purchases,  Mdse.  Sales,  Mdse. 
Inventory.     Keep  a  Freight  account,  post  to  it  by  items  from  the  Cash  Book,  and  close  it  to  Jldse.  Purchases. 

{j)  As  to  exchange,  charge  no  exchange  on  local  cheques;  on  all  others  charge  J%,  but  in  no  ca.se  less  than  10 
cents.     Put  all  exchange  through  Gen.  C.B. 

(i)  Post  to  the  Expense  account  in  totals  from  the  special  column  in  the  Cash  Book.  Close  the  account  directly 
to  Loss  and  Gain  account,  using  the  analysis  sheet  for  the  detailed  information  necessary  for  the  financial  statement. 
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DIRECTORY 


Archer,  Joseph,  Goderich. 
Beattie,  D.  A.,  Gait. 
Blackwell,  H.  E.,  Gravenhurst. 
Boynton,  H.  R.,  Mull,  Que. 
California  Fruit  Co.,  Sail  Fran- 
cisco, Cal. 
Canada  Soap  Works,  Toronto. 
Coates,  A.  C,  Gollingwood. 
Dunlop,  C.  R.,  Lindsay. 
Fast  India  Tea  Co.,  Neto  West- 
minster, B.C. 
Evans  <£•  Co.,  R.  A.,  Oicen  Sound. 
Freeman,  A.   W.,  Alexandria. 
Gorman,  E.  R.,  St.  Marys. 
Harrison,  11.  R.,  Listowel. 


Jackson  &  Son,  Charles, 

St.  Catharinee. 
Keith,  M.  E.,  Ayr. 
Leonard,  F.  <fr  B.,  Toronto. 
McArthur,  J.,  Toronto. 
Merchant,  B.  C,  Toronto. 
Netvell  &  Reid,  London. 
Ontario  Biscuit  Co.,  Toronto. 
Osborne,  F.  J.,  Linwood. 
Standard  Refining  Co.,  Montreal. 
Welland  dh  Welland,  Picton. 
Western  Milliny  Co.,  Winnipeg. 
Vancouver  Canning  Co.,   Van- 
courier,  B.C. 
All  o)hers,  Toronto. 


LEDGER   LINES 

Purchase  Ledger. — Two  pages,  \  accounts  to  the  page. 

Sales  Ledger. — Four  pages,  4  accounts  to  the  page. 

General  Ledger. — Accounts  Receivable,  ^  page;  Bills  Receivable,  |^  page;  Goodwill,  i  page;  Accounts 
Payable,  f  page;  Bills  Payable,  f  page;  J.  H.  McFarlane,  \  page;  P.  Hamilton  (Cap.  Acct.),  P.  Hamilton 
Priv.  Acct.),  J.  Boulton  (Cap.  Acct.),  J.  Boulton  (Pri.  Acct.),  each  \  page;  In-Freight,  1  page;  Mdse- 
Purchases,  Mdse  Inventory,  each  \  page;  Mdse.  Sales,  |-  page;  Cash  Discount,  General  Expense,  Interest 
and  Discount,  Commission,  Bad  Debts,  Loss  and  Gain,  each  \  page.      All  others  \  page. 

MEMORANDA  OF   TRANSACTIONS 
March 

Toronto,  Mar.  1,   19 — .     P.  Hamilton  and  J.  Boulton  have  agreed  to  enter  into  a  partnership  for  the 
purpose  of  carrying  on  a  Wholesale  Grocery  Business  under  the  following  conditions  : 

1.  The  firm  name  is  to  be  P.  Hamilton  k  Co. 

2.  P.  Hamilton  is  to  invest  cash,  §5000,  and  J.  Boulton  is  to  invest  cash,  $4000. 

3.  Each  is  to  receive  interest  at  5%  per  annum  on  capital  invested  and  to  be  charged  the 

same  rate  on  withdrawals. 

4.  The  remaining  gains  and  losses  are  to  be  shared  equally. 

5.  The  partnership  is  to  continue  for  five  years. 

6.  In  case  of  dissolution,  realization  losses  are  to  be  shared  equally. 

Each  partner  hands  in  a  marked  cheque  for  the  amount  of  his  investment,  and  the  cheques  are 
deposited  to  the  credit  of  the  firm  in  the  Imperial  Bank. 

They  have  decided  to  purchase  the  Wholesale  Grocery  Business  of  J.  H.  McFarlane,  35  Front  St.  E. 
Mr.  McFarlane  has  submitted  a  statement  of  the  present  standing  of  his  business,  and  it  has 
been  agreed  that  P.  Hamilton  k  Co.  shall  assume  all  Liabilities  and  take  over  all  Assets  at 
the  value  set  down  in  the  statement,  except  that  an  allowance  shall  be  made  of  2%  on  Accounts 
Receivable  for  possible  bad  debts  ;  and  McFarlane  shall  be  allowed  a  bonus  of  $1000  in  lieu  of 
the  goodwill  of  the  business. 
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Of  the  net  amount,  one-half  is  then  to  he  paid  in  cash  and  the  Vjalance  in  two  equal  notes  of  30  and 
60  days  without  interest. 

The  statement  is  as  follows  : 

Assets 

Goods  as  per  Stock  list  - 4352.75 

Accounts  Receivable  as  follows  : 

J.  Mc Arthur      ------  536.10 

A.  C.  Coates 273.15 

R.  A.  Evans  i  Co.      -         -         -         -         -  320.15 

E.  R.  Gorman    ------  426.20 

B.  C.  Merchant           -----  325.15 
Newell  i  Reid  ------  239.75 

2120.50 

Rent,  1  month,  paid  in  advance  -----        150 

Office  Furniture  --...---       450 

Bills  Receivable,  D.  A.  Beattie,  due  Mar.  29      -         -         -       350 
Insurance,  10  months  in  advance         -----  62.50 

7485.75 

Ll.^BILITIES 

BiUs  Payable,  R.  M.  Simpson,  due  Apr.  11  -         -         -       330 

Accounts  Payable  a-s  follows  : 

East  India  Tea  Co.      - -       720 

Standard  Refining  Co.         - 600 

16.50 

J.  McFarlane,  Net  Capital 5835.75 

The  necessary  adjustments  are  made  for  bad  debts  and  goodwill,  and  a  cheque  is  then  given  for 

one-half  the  net  capital  then  standing  to  J.  McFarlane's  credit,  and  two  equal  notes  at  30  and 

60  days  without  interest  for  the  balance. 
Make  a  statement  of  Assets  and  Liabilities  showing  the  adjustment.     Make  all  necessary  opening 

entries. 
Post.     Take  a  Trial  Balance.     Remember  the  Accounts  Receivable  and  Accounts  Payable  Accounts 

in  the  General  Ledger. 
Engaged  D.  Hunter  and  R.  Miller  as  sale.smen  at  815  a  week,  student  as  bookkeeper  at  812.50  a 

week,  and  Miss  J.  Moore  as  stenographer  at  87.50  a  week. 
McFarlane's  lea.se  of  the  store  has  two  years  still  to  run  ;  we  have  assumed  the  lease. 
Bfjught  of  the  City  Coal  Co.  10  tons  coal  at  86.75.     Paid  the  bill  by  cheque. 
Remitted  to  the  East  India  Tea  Co.,  a  bank  draft  purchased  by  cheque  for  their  bill  of  Feb.  25, 

8720,  less  discount  2%.     Exchange  ^%. 
Received  from  A.  C.  Coate.s,  his  cheque  for  the  bill  of  Feb.  22,  8273.15,  le.ss  1%. 
Received  from  the  Vancouver  Canning  Co.,  an  invoice  of  Mdse.,  Feb.  23,  ^j^,  "/so  '■  20  c/s  Kippered 

Herrings,   I  lb.,  80  doz.,  @  90c.  ;   16  c/s  Lobsters,  1  lb.,   64  doz.,  ©  81.80  ;   10  c/s  Oystere, 

1   lb.,   40  doz.,   @  S1.80  :    20  c  s  Salmon,   1  lb.,  80  doz.,   @  81.70  ;   30   c/s  Sardines,   {  lb., 

@  811.25  per  case. 
Paid  freight  on  the  above  invoice  by  cheque,  S22.45. 
Remitte<l  to  tlie  Standard  Refining  Co.,  a  cheque  for  the  bill  of  Feb.  22,  8600,  less  1%. 
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Drew  on  R.  A.  Evans  Jt  Co.  at  30  da.  for  the  bill  of  Feb.  17.  .S320.15,  and  left  the  draft  with  the 

bank  for  collection  (enter  in  the  B.  B.). 
Drew  on  J.  McArthur  at  30  da.  from  Feb.  10  for  the  bill  of  that  date,  8317.50,  and  had  the  draft 

accepted. 
4.      Sold  to  F.  i-t  B.  Leonard,  2  c/s  Kippered  Herrings,  I's,  8  doz.,  @  SI  ;  4  e/s  Salmon,  I's,  16  doz., 

@  $1.85  ;  5  c/s  Can.  Corn,  2  lb.  tins,   10  doz.,   @  75c.  ;    3  c/s  Can.  Tomatoes,  3's,  6  doz., 

@  85c.  ;  4  c/s  Evaporated  Apples,  ea.  50  lbs.,  @  7c.  ;  4  bxs.  30/40  Cal.  Prunes,  25  lbs.  ea.,  @  7c. 
Sold  to  J.  McArthur,   1   chest  Ceylon  Tea,   60  lbs.,   @   22c.  ;    2  hf.-ch.   Gunpowder  Tea,  79-13, 

81-15=  @  35c. ;  2  bxs.  Breakfast  Cocoa,  6  lbs.  ea ,  @  25c.  ;  3  bxs.  80/90  Cal.  Prunes, 

ea.  25  lbs.,  @  6c.  ;  4  bxs.  Layer  Raisins,  ea.  22  lbs.,  @  $4.50  per  box. 
Remitted  to  the  Vancouver  Canning  Co.,  a  Bank  draft  purchased  by  cheque  for  the  net  amount  of 

their  bill  of  Feb.  23,  exchange  j^%. 
Received  from  E.  R.  Gorman,  his  cheque  for  the  bill  of  Feb.  20,  $426.20,  less  1%. 
Pay  the  salaries  for  the  week.     Draw  one  cheque  for  the  full  amount,  then  make  the  payments  in  cash. 
Pay  by  cheque  the  bill  of  "  The  Daily  Standard,"  for  advertising  for  the  week,  S9.75. 
Deposited  all  cheques  on  hand. 
Post  up  to  date  and  find  the  Cash  and  Bank  balances,  but  do  not  post  totals  nor  close  the  Cash  Book. 

6.  Received  from  the  East  India  Tea  Co.,  an  invoice  of  Mdse.,  Feb.  26,  ^/g^,  "/g„  :   20  bxs.  B.  Cocoa, 

h  lb.  tins,  120  lb.s.,  @  23e.  ;  15  bags  Java  Cofifee,  110-6,  106-9,  108-8,  107-9,  109-10,  110-8, 
109-8,  107-10,  106-11,  108-12,  110-9,  103-8,  107-10,  109-11,  103-8=  @  22ic.  ;   40  tins 

Mocha  Coffee,  ea.  25  lbs.  net,  @  18c. ;  30  c/s  Eng.  Breakfast  Coffee,  ea.  24  lbs.,  @  28c. 

Sold  to  D.  A.  Beattie,  4  c/s  Can.  Com,  2's,  ea.  2  doz.,  @  75c.  ;  3  c/s  Can.  Tomatoes,  3's,  ea.  2  doz., 
@  85c.  ;  4  25-lb  tins  Mocha  Coffee  @  20c.  ;  5  c/s  Erig.  Breakfast  Coffee,  ea.  24  lbs.,  @  32c. ; 
3  bxs.  90/100  Cal.  Prunes,  ea.  25  lbs.,  @  5c. 

Received  from  B.  C.  Jlerchant,  his  cheque  for  bill  of  Feb.  25,  $325.15,  less  1%. 

Drew  on  J.  McArthur  at  30  da.  from  Feb.  19,  payable  at  the  Merchants  Bank,  for  bill  of  that 
date,  $218.60.    Had  the  draft  accepted  and  discounted  it  at  the  Bank  at  7%,  proceeds  credited. 

Paid  by  cheque  for  a  bill  of  Stationery,  $17.10. 

Gave  D.  Hunter  and  R.  Miller,  each  a  cheque  for  $15  to  cover  travelling  expenses  for  the  week. 

Paid  by  cheque,  freight  on  Invoice  from  the  East  India  Tea  Co.,  $27.60. 

7.  Sold  to  J.  Archer,  4  c/s  Evaporated  Apples,  50  lbs.  ea.,  @  7c.  ;  5  bxs.  Layer  Raisins,  ea.  22  lbs., 

@7c.  ;   6  hf.  c/s  Currants,   70-12,  80-10,   76-12,   75-9,   77-10,   74-11=  @  8Jc.  ;    3  bxs. 

Dates,  72-7,  74-7i,  73-7=  @  6c. 

Received  from  Newell  <k  Reid,  their  cheque  for  bills  of  Feb.  28,  $1 10.50,  less  3%,  and  $129.25,  less  1%. 
Deposited  all  cheques  on  hand. 

Drew  from  the  bank  $50,  to  be  used  in  paying  petty  office  expenses. 
Paid  for  postage  stamps  in  cash,  $2.60. 

8.  Received  from  the  California  Fruit  Co.,  an  invoice  of  Fruit,  Feb.  25,  30  da.,  2%  disc,  for  cash  on 

receipt  of  Invoice  :   15  c/s  Evap.  Apples,  50  lbs.  ea.,  @  5|c.  ; 

15     25-lb.  bxs.  30/40  Cal.  Prunes,  375  lbs.,  @  10c.  : 

20  "         40/50     "         "        500     "     @     9|c. ; 

10  "         80/90     "  "         250     "     @    5c.  ; 

10  "         90/100  "  "         250     "     @     4c.  ; 

20  bxs.  Figs,  10,  12,  lU,  10,  lOi,  12i,  12,  11,  1 U,  lli,  10,  11,  10,  lOA,  11,  11|,  11,  12J, 
12,  10=  Less  jV>  @  8|c. 

Note. — In  allowing  the  tare,  yV,  take  whole  pounds  only  :  drop  all  fractions,  large  or  small. 
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Sold  to  A.  C.  Coates,  5  bbls.  Gran.  Sugar,  320-23,  325-21,  322-22,  324-21,  320-23=  @  4|c. ; 

3  bbls.  Yellow  Sugar,  320-24,  322-22,  324-21  =  @  4Jc.  ;  4  c/s  Maple  Syrup,  1  gal.  tins,' 

ea.  2  doz.,  per  gal.  $1.05. 
Bought  at  the  bank,  by  cheque,  a  bill  of  exchange  on  San  Francisco  at  1 00|,  and  remitted  to  the 

California  Fruit  Co.  in  payment  of  the  invoice  received  to-day. 
Paid  by  cheque,  freight  on  Invoice  of  California  Fruit  Co.,  §10.20. 
9.    Sold  to   R.  A.  Evans  &  Co.,  2  doz.  bxs.  Abernethy  Biscuits,  ea.  6|  lbs.,  @  13c. ;  li  doz.  bxs.  Fig 

Bar,  each  12^  lbs.,  @  13Jc.  ;  2i  doz.  bxs.  Ginger  Snaps,  each  7i  lbs.,  @  IHc. ;  5  bxs.  Sapolio, 

ea.  I  gross,  per  box  $2.85  ;  5  c/s  Surprise  Soap,  lOO's,  per  case  $4  ;  3  c/s  Safety  Matches,  70's, 

per  case  $3.60. 
The  Fruit  from  the  California  Fruit  Co.  was  received  to-day.      Paid  the  duty,  20%,  and  brokerage 

^%,  by  marked  cheque. 

10.  Sold  to  H.  R.  Harrison,  3  c/s  Lobsters,  I's,  ea.  4  doz.,  per  doz.  $2  ;  5  c/s  Sardines,  J's,  ea.  100  tins, 

per  c/s  812.50  ;  6  hf.-ch.  Japan  Tea,  ea.  85  lbs.  net,  @  18c.  ;  3  hf.-ch.  Y.  H.  Tea,  82-15,  85-14, 

84-15=  @  25c.  ;  4  bxs.  30/40  Cal.  Prunes,  ea.  25  lbs.,  @  12c. 

Drew  on  H.  R.  Harrison  at   15  days  from  date,  for  the  amount  of  these  goods,  and  left  with   the 

bank  for  collection. 
Paid  in  cash  the  bill  of  the  City  Cartage  Co.  for  delivering  goods,  $3.25. 

11.  Received  from  the  Standard  Refining  Co.,  the  following  invoice.  Mar.  7,  1/10,  "/j^  :  30  bbls.  Gran. 

Sugar,  320-21,  32.5-23,  326-21,  323-22,  326-24,  325-24,  322-23,  323-20,  320-20,  324-22,  324-21, 
323-21,  323-21,  320-20,  321-21,  320-21,  323-21,  320-20,  325-20,  325-21,  323-22,  322-21, 
324-22,   320-20,   324-22,   322-24,   324-23,  321-24,    325-22,    321-25=  @  4|c. ;   20  bbls. 

Yellow  Sugar,  325-22,  325-20,  320-22,  322-21,  320-22,  324-21,  320-22,  323-21,  321-20,  325-20, 
322-20,    32.3-24,   325-20,   322-21,    323-21,   321-20,    325-21,    324-23,    325-25,    320-23  = 
@  4^c.  ;  30  c/s  Gold  Medal  Syrup,  2  lb.  tins,  2  doz.  ea.,  per  doz.  $1.05. 

Sold  H.  E.  Blackwell,  C.O.D.,  4  c/s  Peaches,   2's,  ea.  2  doz.,  @  $1.75  ;  3  c/s  Peas,  2'.s,  ea.  2  doz., 
@  75c.  ;  5  bxs.  Sultana  Raisins,  ea.  25  lbs.,  @  7c.  ;  2  bxs.  Dates,  72-7,  73-7J=  @  6c. 

Drew  on  H.  E.  Blackwell,  on  demand,  for  the  amount  of  the  above  invoice,  less  1%,  attached  the 
draft  to  the  Bill  of  Lading,  and  left  with  the  bank  for  collection. 

Sold  to  B.  C.  Merchant,  4  bbls.  Yellow   Sugar,   320-22,   323-21,   321-22,   324-21=  @  4|c.  j 

10  pails  Icing  Sugar,  ea.  30  lbs.,  @  6ic.  ;  3  c/s  Maple  Syrup,  1  gal.  tins,  ea.  2  doz.,  per 
gal.  $1.05. 

D.  Hunter  reports  travelling  expenses  for  the  week,  $12.10,  and  R.  Miller,  $13.25. 

Drew  a  cheque  for  the  amount  of  the  salaries  for  the  week,  and  paid  the  employees  in  cash. 

Paid  by  cheque,  the  bill  of  "The  Daily  Standard  "  for  advertising,  $12.50. 

Post  up  to  date.     Find  Cash  and  Bank  balances. 
13.    Gave  to  D.  Hunter  and  R.  Miller,  each  a  cheque  for  $15,  to  meet  travelling  expenses  for  the  week. 

The  invoice  of  the  Standard  Refining  Co.,  received  on  the  11th,  was  found  to  be  short  4  c/s  of  Gold 
Medal  Syrup.     Write  them  requesting  credit  for  this  amount. 

Sold  to  C.  R.  Dunlop,  5  ch.  Ceylon  Tea,   101-19,   103-20,  105-21,  104-19,  105-20=  @  28c.; 

3  hf-ch.  Oolong  Tea,  57-10,  60-12,  58-11  =  @  22ic. ;  5  bags  Golden  Rio  Cofifee,  120-10, 

135-12,   128-10,   133-11,   140-10=  @  30c.  ;  2  doz.  bxs.  Fig  Bar,  ea.  12^  lbs.,   @  13Jc. ; 

3  doz.  bxs.  Ginger  Snap.s,  ea.  7i  lbs.,  @  lljc. 

Sold  to  E.  R.  Gorman,  4  c/s  Apples,  I's,  ea.  i  doz.,  per  doz.  .§2.40  ;  3  c/s  Pineapples,  I's,  ea.  4  doz., 
per  doz.  $1.25  ;  5  bxs.  B.  Cocoa,  J's,  30  lbs.  net,  @  25c.  ;  4  bags  Java  Cofifee,  106-6,  109-8, 
107-9,  110-7=  @  28c.  ;  3  bxs.  Sultana  Raisins,  ea.  25  lbs.,  @  7c. 
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14.  Received  from  the  Ontario  Biscuit  Co.,  the  following  invoice,  Mar.  13,  ^^/^f,,  "/so-  '^  '^o^-  '^^S-  Oyste. 

Bis.,  ea.  4i  lbs.,  fe  8|c.  ;   8  doz.   bxs.  Abernethy  Bis.,  ea.   6 J  lbs.,  (s  ll^c.  :    7  doz.   bxs.   Fig 

Bar,  ea.   12^  lbs.,  @  life.  ;    9   doz.  bxs.  Ginger  Snaps,  ea.  8  lbs.,  @  9fc.  ;    20  bxs.  Sodas, 

ea.   18  lbs.,  @  lOJc. 
Sold  to  Newell  &   Reid,  5  bbls.  Gran.  Sugar,   320-22,  32.5-20,    323-21,   320-22,  32.3-20   @  4fc.  ^ 

3  hf-ch.  Y.  H.  Tea,  82-16,  83-1.5,  8-5-16=  @  2.5c.  ;  2  bags  Java  Coffee,  106-9,  108-7  = 

@  28c.  :  4  hf.  c/s  Currants.  70-10,  75-12,  77-11,  76-9=  @  8ic. 

Drew  on  C.  R.  Dunlop  at  15  da.  from  the  13th,  for  the  bill  of  that  date,  and  left  with  the  bank  for 

collection. 

15.  The  bank  presented  the  sight  draft  of  the  Standard   Refining  Co.,  for  the  amount  of  their  invoice 

(if  the  7th,  less  disc.     Paid  it  by  cheque. 
Drew  on  B.  C.  ]\Ierchant  at  15  da.  from  Mar.  11,  for  the  amount  of  the  bill  of  that  date.     Had  the 

draft  accepted  and  discounted  it  at  the  bank  at  7%.     Proceeds  credited.      (Enter  in  B.  B.) 
Received  from  J.  McArthur,  his  cheque  for  $100  on  his  acceptance  due  to-day.      He  asked  us  to 
draw  on  him  at  30  da.  for  the  balance  of  the  bill.      Drew  the  draft  at  30  da.  with  interest  at 
6  per  cent,  per  annum,  and  had  it  accepted. 
Paid  the  City  Cartage  Co.  for  delivering  goods,  cash  ."Sl.io. 

Paid  the  Light  bill  for  the  past  month  in  cash,  87.10.     Petty  Cash  is  examined  and  cheque  issued. 
Mr.  Hamilton  and  Mr.  Boulton  each  withdrew  by  cheque  S50.     See  that  all  cash  is  deposited. 
Post   up   to   date.     Post   totals      Close  the  Cash  Book  and  bring  down  balances.     Take  a  Trial 
Balance.     Make  Financial  Statements.      Close  the  Books.      Inventory  page  3. 
16.    Sold  to  Chas.  Jackson  it  Son,  3  c/s  Lobsters,  I's,  ea.  4  doz.,  per  doz.  •?2  ;  5  c/s  Salmon,  I's,  ea.  4  doz., 
per  doz.  §1.85  ;   10  c/s  Parlour  Matches  @  S5.20  ;  8  c/s  Sunlight  Soap  @  S4.10. 
The  bank  reports  the  draft  on  H.  E.  Blackwell,  Mar.  11,  collected  and  credited,  less  exchange  10c. 
Received  from  F.  &  B.  Leonard,  cheque  for  amount  of  their  bill  of  Mar.  4,  less  discount. 
IT.    Received  from  the  East  India  Tea  C(j.,  the  following  goods.  Mar.  10,  -/^,  "/^'  15  ch.  Ceylon  Tea, 
103-18,  101-19,  103-18,  10.5-19,  102-20,  103-17,  104-20,  10-5-20,  103-18,  105-16,  104-17,  103-18, 
10-5-17,    102-18,    10-5-17=  @   24c.;    10    hf-ch.   Japan   Tea,    85    Ib.s.    ea.   net  @    16c.; 

8  hf-ch.   Oolong  Tea,    57-10,  60-12,  58-11,  59-12,  57-10,  56-11,  58-11,  60-10=  @  20c. 

Sold  to  F.  &  B.  Leonard,  4  h/c  Oolong  Tea,  57-10,  59-11,  58-10,  60-12=  ©  22ic. ;   3  ch. 

Ceylon  Tea,   180  lbs.  net  @  22c.  :    5  c/s  Evap.  Apples,  ea.  50  lbs.,  @  7c.  ;   2  bxs.  40/50  Cal. 
Prunes,  ea.  25  lbs.,  @  12c. 
We  have  to-day  received  a  letter  from  E.  R.  Gorman  stating  that  the  Java  Coffee  sold  him  on  the 
13th  is  inferior  in  quality  and  asking  that  an  allowance  be  made  in  price.     Newell  &  Reid 
have  also  written  to  the  same  effect,  and  we  send  a  credit  note  to  each,  allowing  a  rebate  of 

3  cents  a  pound. 

Paid  bv  cheque,  freight  on  the  Invoice  of  the  East  India  Tea  Co.,  -515.75. 

18.    Received  from  the  Canada  Soap  Works,  the  following  Invoice,   Mar.    17,  --/lo)   "/so'    ^   "^*'^-  ^^^ 

Kitchen   Sapolio,  ea.  ^  gross,  per  box  §2.55  ;    20  c/s  Comfort  Soap,   lOO's,  per  case  $3.50  ; 

20    c/s    Surprise    Soap,    lOO's,    per    case    $3.50  :    15    bxs.    White    Castile    Soap,    ea.    3    doz., 

per  doz.  40c. 

Sold    to   A.  W.   Freeman,    C.O.D.,  less   3%,   3   bxs.    Laver   Raisins,   ea.    22    lbs.,   per   bo.x   -§4.50  ; 

4  bxs.  Sultana  Raisins,  ea.   25  lbs.,  @  7c.  :    3  bxs.  Dates,  72,  72,  74-22i  @  6c.     Shipped  by 
Dominion  Express,  Collect. 

Received  from  the  Standard  Refining  Co.,  a  credit  note  for  4  c  s  G.  M.  Syrup,  short  on  Invoice  of 
the  7th.     (Enter  in  Rebates  Dr.  book.) 
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Received  from  A.  C.  Coates,  his  clieque  for  the  amount  of  his  n/c  purchase  of  the  8th. 
D.  Hunter  reported  travelling  expenses  for  the  week,  §10.25  ;  R.  Miller,  .flLSO. 
Drew  a  cheque  for  the  amount  of  salaries  for  the  week,  and  paid  it  out  in  cash. 
Paid  the  "  Daily  Standard  "  bj-  cheque,  for  advertising  for  the  week,  $11.7-5. 
Post  up  to  date.      Find  Cash  and  Bank  balances. 

20.  Gave  D.  Hunter  and  R.  Miller,  each  a  cheque  for  $10  to  cover  travelling  expenses  for  the  week. 
Sold  A.  C.  Coates,  3   bbls.  Gran.  Sugar,  325-21,  .322-20,   320-23=  @    4f c. ;    1^   doz.   bxs. 

Ginger  Snaps,  ea.  7|  lbs.,  @  12Jc.  ;  3J  doz.  bxs.  Oyster  Crackers,  ea.  4i  lbs.,  @  lOJc. 
Sold  F.  J.  Osborne,   C.O.D.,  less  3%,   3  c/s  Surprise  Soap  @  $4  ;   8  c/s  Sunlight  Soap  @  $4.10  ; 

10  c/s  Telephone  Matches  @  $4.35. 
Drew  on  F.  J.  Osborne,  on  demand,  for  the  net  amount  of  the  above  sale,  attached   the  draft  to  the 

B/L  and  left  it  with  the  bank  for  collection. 
Received  from  the  East  India  Tea  Co.,  a  credit  note  for  3c.  a  pound  on  the  Java  CoiFee,  received 

on  the  6th  inst. 
Paid  with   bank  draft  purchased  by  clieque  (exchange  ^%),  the  invoice  of  the  East  India  Tea  Co., 

received  Mar.  6,  less  rebate  and  discount. 
The  bank  has  to-day  returned  the  draft  of  the   14th  on  C.  R.  Dunlop,  dishonoured,  exchange  50c. 

The  draft  and  discount  allowed  are  both  charged  back  to  his  account. 

21.  Received  from  Welland  &  Welland,  an  invoice  of  canned  fruit,  Mar.  18,  7io>  "/ac  20  c/s  Apples, 

1  gal.,  10  doz.,  per  doz.  $2.15  ;  12  c/s  Peaches,  2's,  24  doz.,  per  doz.  $1.55  ;  22  c/s  Pineapple.s, 

I's,  88  doz.,  per  doz.  $1.10  ;  60  c/s  Can.  Corn,  2's,   120  doz.,  per  doz.  67ic.  ;  20  c/s  Pea.s,  2's, 

40  doz.,  per  doz.  67ic.  ;  22  c/s  Tomatoes,  3's,  44  doz.,  per  doz.  75c. 
Sold  to  H.  R.  Harrison,  6  c/s  Oysters,  I'-s,  12  doz.,  per  doz  $2  ;  3  c/s  Sardines,  :^'s,  @  $12.50  ;  5  c/s 

Kippered   Herrings,   20  doz.,  per  doz.   $1  ;    6  bags  Java  Coifee,   106-9,    108-7,    107-10,   liO-8, 

108-9,  106-10=  @  28c. 

Sold   to  Joseph  Archer,    12  bxs.  Figs,  10,  12,  11,  12-i,  10,  10,  12,   11,  1  U,  12,  lOJ,  11  (tare   10%), 

@  10k. ;  3  bxs.  80/90  Cal.  Prunes,  ea.  25  lbs.,  f§  6c.  :  2  doz.  bxs.  Water  Wafers,  ea.  5^  lbs., 

@  13c. ;  6  bxs.  Soda  Bis.,  ea.  18  lbs.,  @  12c. 
Paid  by  cheque,  the  Invoice  of  the  Ontario  Biscuit  Co.  of  Mar.  13,  less  discount. 
C.  R.  Dunlop  has  returned  2  chests  of  the  Ceylon  Tea  sold  to  him  on  the  13tli,  101-19,  103-20, 

and  we  have  given  him  a  credit  note  for  the  amount. 
Received  from  D.  A.  Beattie,  his  cheque  for  the  net  amount  of  his  3  mos.  and  30  da.  bills  of  the  6th. 
Deposited  all  cheques  on  hand. 

22.  Received  from  J.  Archer,  his  cheque  for  the  amount  of  his  bill  of  the  7th,  less  discount. 

I>rcw  (jn  C.  R.  Dunlop  at  3  mos.  and  30  da.,  for  the  amount  (if  the  bills  of  the  13th,  less  returns, 

and  left  the  drafts  with  the  bank  for  collection. 
Paid  in  cash  the  City  Cartage  Co.'s  bill  fur  delivering  goods,  .$1.45. 
Paid  for  postage  stamps  in  cash,  83.10. 

Paid  by  cheque,  a  bill  for  painting  done  to  Mr.  Boulton's  private  residence,  $22.50. 
,23.    Sold   to  J.  McArthur,    2|  doz.  bxs.  Abernethy  Bis.,  ea.    6^  lbs.,   @   12|c.  ;  li  doz.  bxs.  Oyster 

Crackers,  ea.   4^  lbs.,   @   life.  ;  8  bxs.  Soda  Bis.,    ea.   18  lbs.,    @    12c.  ;  6  c/s  Can.  Corn,  2's, 

12  doz.,  per  doz.  75c.  ;  10  c/s  Peas,  2's,  20  doz.,  per  doz.  75c. 
Received  from  the  Dominion  Express  Co.,  an  E  jM.O.  for  the  Miiicpiint  >>(  the  sale  to  A.  W.  Freeman. 

Mar.  18. 
Drew  on  R.  A.  Evans  ik  Co.,  on  demand,  for  the  amount  of  their  bills  of  Mar.  9,  less  disc,  on  the 

30  da.  bill,  and  deposited  the  drafts  in  the  bank,  exchange  35c. 
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Drew  on  H.  R.  Harrison,  at  15  da.  from  Mar.  21,  for  the  amount  of  the  bills  of  that  date,  less  disc., 

and  left  the  draft  at  the  bank  for  collection. 
The  bank  reported  tlie  draft  on  R.  A.  Evans  &  Co.,  Mar.  3,  collected  and  credited,  less  exchange  40c. 

24.  Received  from  H.  R.  Boynton,  an  invoice  of  Matches,  Mar.  23,  Yio'  "/ao'   -^  "^/^  Safety  Matches, 

70's,  @  §3.20  ;  15  c/s  Telephone  Matches  @  $3.85 ;  10  c/s  Parlour  Matches,  lOO's,  @  $4.70. 
Sold  to  C.  R.  Dunlop,  4  c/s  Sardines,  ^'s,  @  $12.50  ;  5  c/s  Oysters,  I's,  10  doz.,  per  doz.  $2  ;  3  c/s 

K.  Herrings,  I's,  12  doz.,  per  doz.  $1  ;,  6  c/s  Safety  Matches  @  §3.60. 
Paid  bv  cheque,  T.  Rennie's  bill  for  repairs  and  alterations  to  shelving,  S7.30. 
Paid  bv  cheque,  the  freight  on  the  Invoice  of  H.  R.  Boynton,  $8.75. 

25.  Remitted  to  Welland  &  Welland,  Picton,  a  cheque  for   the  amount  of  their  invoice  of  the   18th, 

less  disc. 
Remitted  to  the  Canada  Soap  Works,  a  cheque  for  the  amount  of  their  invoice  of  tlie  17th,  less  disc. 
J.  McArthur's  acceptance  in  our  favour,  due  at  the  bank  yesterday,  was  dishonoured,  and  the  bank 

has  charged  it  to  us,  with  protest  fee  50  cents.     Charged  this  back  to  his  acct. 
Sold  to  B.  C.  Merchant,  6  chests  Ceylon  Tea,   101-19,  105-20,  103-20,   102-20,  105-19,  104-19  = 
@  28c.  ;  4  hf-ch.  Y.  H.  Tea,  82-16,  84-16,  83-1.5,  85-14=  @  25c.  ;  15  pails  Icing 

Sugar,  ea.  30  lbs.,  @  6|c. 
D.  Hunter  has  reported  travelling  expenses  for  the  week,  SI  1.35  ;   R.  Miller,  810.75. 
Paid  the  salaries  for  the  week.     Use  one  cheque. 

Paid  by  cheque,  the  bill  of  "The  Daily  Standard  "  for  advertising,  §10.75. 
Deposited  all  cheques  on  liand.     Post  up  to  date.     Find  cash  and  bank  balances. 

27.  Received  from  the  Vancouver  Canning  Co.,   the  following   Invoice,    Mar.    20,   Vis' "/so  •    ^^   ''/^ 

Kippered  Herrings,   I's,  60  doz.,  per   doz.  90c.  ;   15  c/s  Oysters,   I's,   30  doz.,  per  doz.  $1.80; 

16  c/s  Salmon,  I's,  64  doz.,  per  doz.  $1.20. 
Sold  to  Newell  &  Reid,  10  bxs.  Figs,  10,  12,  lOi,  11^,  12,  11,  10,  12|,  10,  12  (tore  10%)  = 

@    10^.  ;    8    bxs.   30/40    Cal.    Prunes,   ea.    25    lbs.,   @    12c.  ;    5    bxs.    90/100    Cal.   Prunes, 

ea.  25  lbs.,  @  5c. 
Sold  Chas.  Jackson  &  Son,  8  c/s  Apples,   1  doz.,  per  doz.  $2.40  ;  6  c/s  Pineapples,  24  doz.,  per  doz. 

$1.25  ;  10  c/s  Can.  Corn,  20  doz.,  per  doz.  75c.  ;  10  c/s  Peas,    20  doz.,  per  doz.  75c. 
Five  cases  of  the  Safety  Matches  received  from  H.  R.  Boynton  on  the  24th  were  found  to  be 

defective,  and  have  been  returned  and  charged  to  his  account. 
Arranged  with  J.  McArthur  to  draw  on  him  at  30  da.  from   Mar.  24  ioi-  §175,  on  account  of  his 

acceptance  due  on  that  day  and  dishonoured.      He  has  paid  the  balance  of  the  acceptance,  the 

protest  fee,  50  cents,  and  interest  at  6%  on  the  renewal  in  cash. 
Gave  to  D.  Hunter  and  R.  Miller  each  a  cheque  for  $15  to  meet  ti-avelling  expenses. 
Paid  bv  cheque,  freight  on  Invoice  of  the  Vancouver  Canning  Co.  received  to-day,  5511.35. 

28.  Sold  R.  A.  Evans  &  Co.,  6  25-lb.  tins  Mocha  Coffee  @  20c.  ;  8  h/c  Oolong  Tea,  57-9,  59-12,  58-10, 

00-11,   59-10,   60-9,   57-8,  59-12=  @  22ic.  ;    10  bxs.  Sapolio  @   $2.85;  8  bxs.  White 

Castile  Soap,  ea.  3  doz.,  per  doz.  45c. 
Remitted  to  the  Vancouver  Canning  Co.  a  Bank  draft,  purchased  by  cheque  (exchange  ^%),  for  their 

invoice  of  the  20th,  less  disc. 
The  Bank  reported  the  draft  on  F.  J.  Osborne,  collected,  proceeds  credited  ;  collection  charges,  20c. 
Received  from  E.  R.  Gorman,  his  cheque  for  the  amount  of  his  3  nios.  and  30  da.  bills  of  Mar.  13, 

less  disc,  and  rebate. 
Received  from  Chas.  Jackson  &  Son,  theii-  cheque  for  §120  in  payment  of  their  n/c  bill  of  Mar.  16, 

the  balance  to  apply,  less  disc,  on  the  30  da.  bill  of  the  same  date. 
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29.  Received  from  the  East  India  Tea  Co.,  an  Invoice  of  Tea  as  follows,  Mar.  20,  -/so-  "/oo  •  ^^  Chests 

Ceylon  Tea,  ea.  60  lbs.  net,  @  19c.  ;  15  h/c  Gunpowder  Tea,  79-12,  80-10,  81-10,  82-10,  80-9, 

83-11,  82-10,  77-10,  82-9,  80-12,  80-9,  82-10,  81-12,  78-11,  80-11  =  @  27c. ;  8  h/c  Japan 

Tea,  ea.  8-5  lbs.  net,  @  16c.  :  8  h/c  Y.  H.  Tea,  83-10,  82-15,  84-12,  82-13,  8-5-16,  84-U,  83-13, 

82-15=  @  23c. 

Received  from  D.  A.  Beattie,  his  cheque  for  the  amount  of  his  note  No.  1,  .?350,  due  to-day. 
The  Bank   reported  the  draft  on    H.    R.   Harri.son,   due  yesterday,    collected   and   credited,  less 

exchange  40c. 
Drew  on  B.  C.  Merchant  at  15  da.  from  Mar.  25,  for  the  amount  of  his  bills  of  that  date,  less  disc. 

on  the  3  mos.  bill.     Had  tlie  draft  accepted. 
Received  from  Newell  ifc  Reid,  their  cheque  for  the  amount  of  their  bills  of  Mar.   14,  le.s8  disc,  on 

the  3  mos.  and  30  da.  bills  and  rebate. 
Paid,  in  cash,  the  bill  of  the  City  Cartage  Co.  for  delivering  goods,  S3. 15. 
Paid  by  cheque,  freight  on  Invoice  of  the  East  India  Tea  Co.,  S23.60. 

30.  Sold  to  E.  R.  Goi-man,  6  c/s  Oyster-s,   I's,   12  doz.,  per  doz.  $2;  5  c/s  K.  Herrings,   I's,   20  doz., 

per  doz.  -SI  ;  4  c/s  Can.  Tomatoes,  3's,  8  doz.,  per  doz.  85c.  ;  7  c/s  Can.  Corn,  2's,  14  doz., 
per  doz.  7.5c. 
Received  from  F.  &  B.  Leonard,  their  cheque  for  the  amount  of  their  3  mos.  and  30  da.  bills  of 
Mar.  17,  less  discount. 

31.  Remitted  to  the  East  India  Tea  Co.,  a  bank  draft  purchased  by  cheque  for  tlie  invoice  of  Mar.  10, 

less  disc.     Exchange  ^%. 
Received  fi-om  A.  C.  Coates,  his  cheque  for  the  amount  of  his  n/c  bill  of  Mar.  20. 
Deposit  all  cheques  and  all  cash  on  hand.     Petty  cash  is  examined  and  the  cheque  issued. 
Adjust  the  interest  between  the  partners,  through  their  private  accounts. 
Post  up  to  date.     Post  Totals.      Close  the  Cash  Book  and   bring  down  balances.     Take  a  Trial 

Balance.      Make  the  Financial  Statements.     Close  the  Books. 
Inventories,  Mar.  31  :   Goods  on  hand,   $661.5.44;    Office  Furniture,  depreciated  5%  ;  Insurance 

9  mos.  in  ad\  ance ;  allow  1  %  on  Accounts  Receivable  for  Bad  Debts ;  Coal  on  hand,  5  tons, 

@  $6.75.     Salaries  unpaid,  •? .     Travelling  expenses  to  date,  §20. 

Distribution  of  Goods  to  Departments 
INVENTORY  Mar.  1 

Canned  Goods 7^5.65 

Tea  and  Coffee 1751.10 

Dried  Fruit 315.80 

Sugar 720.65 

Biscuits 383.80 

Sundries ^S).7o 

4352.75 

INVENTORY,  Mar.  31 

Canned  Goods 154.6.90 

Tea  and  Coffee 2619.10 

Dried  Fruit 308.20 

Sugar 1035.80 

Biscuits 528.10 

Sundries   -577.34 

6615.U 
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MEMORANDA   OF    TRANSACTIONS 
April 


April  1,  19 — .  Remitted  to  H.  R.  Boyiiton,  a  Bank  draft  puichased  hv  cheque,  exchange  ^%,  for 
the  invoice  of  the  23rd,  less  returns  and  discount. 

Received  from  C.  R.  Dunlop,  liis  cheque  for  his  net  cash  bill  of  Mar.  "24,  and  dreu  on  him  at  30  da. 
for  the  amount  of  the  30  da.  bill  of  the  same  date. 

Sold  to  Joseph  Arclier,  5  c/s  Salmon,  I's,  20  doz.,  per  doz.  $1.85  ;  3  c/s  Kippered  Herrings,  Is,  12 
doz.,  per  doz.  $1  ;  6  c/s  Peaches,  2's,  12  doz.,  per  doz.  §1.75  ;  10  tins  Mocha  Coffee,  ea.  25  lbs. 
net  @  20c. ;  4  bags  Golden  Rio  Coffee,  120-10,  125-11,  130-10,  135-12  @  30c. 

Paid  the  salaries  for  the  week  by  cheque. 

D.  Hunter  reported  travelling  expenses  for  the  week,  $12.05,  and  R.  Miller,  $11.30. 

Paid  by  cheque,  the  bill  of  "The  Daily  Standard"  for  advertising,  $11.20. 

Entered  into  an  agreement  with  the  Western  Milling  Co.  to  sell  their  flour.  All  orders  received 
are  to  be  handed  over  to  the  office  of  the  Company  in  Toronto,  and  they  are  responsible  for 
delivery.  We  are  to  receive  a  commission  of  10%  on  net  sales.  Commission  is  to  be  charged 
and  settlement  made  twice  a  month. 

Mr.  Hamilton  and   Mr.  Boulton  each  added  $750  to  his  investment.      Cheques  were  received  for 

these  arat)unts  and  deposited. 
Received  from  the  California  Fruit  Co.,  an  invoice  (if  fruit,  freight  prepaid,  Mar.  21,  30  da.,  2%  disc, 
for  cash  on  receipt  of  the  invoice  :  20  bxs.  Layer  Raisins  @  $4  ;  30  bxs.  Sultana  Raisins, 
25  lbs.  ea.,  @  5^c.  ;  30  hf-ch.  Currants,  70-9,  78-10,  80-12,  77-11,  76-8,  80-10,  78-12,  77-10 
77-8,  77-10,  80-11,  70-12,  77-10,  76-9,  76-10,  75-9,  76-10,  78-9,  79-12,  77-10,  74-12,  78-8 
78-12,  76-12,  74-11,   76-10,    74-10,  80-9,   72-10,   77-12=  @  6f c. ;  10  bxs.  Dates,  72-7 

73-7i,  74-7,  72-7i,  73-7,  72-7,  74-7i,  74-7|,  72-7,  73-7^=  @  ilc. 

Sold  to  d".  A.  Beattie,  10  c/s  Apples,  I's,  5  doz.,    @  $2.40;  4  c/s  Pineapples,  I's,  16  doz.,  (s  $1.25 
8   c/s  Tomatoes,    3's,    16  doz.,    @   85c.;   6   bxs.    Ijayer   Raisins,    ea.    22    lbs.,   per  box   $4.50; 
4  hf.-ch.  Currants,  70-1 2^  72-10,  75-9,  80-11  =  @  8ic. 

Remitted  to  the  California  Fruit  Co.,  a  bill  of  exchange  for  the  net  amount  of  their  invoice  received 
to-day.      Rate  of  exchange  1001. 

Gave  to  D.  Hunter  and  R.  Miller,  each  a  cheque  for  $10,  on  account  of  travelling  expenses. 

Paid  by  cheque,  the  30  da.  note  given  to  J.  IMcFarlane,  in  payment  of  his  business. 

Paid  rent  for  April  by  cheque. 

Sold  to  F.  &  B.  Leonard,  6  bbls.  Gran.  Sugar,  320-23,  325-21,  322-20,  324-20,  323-22,  321-23  = 
@  4fc.  ;  3  bbls.  Y.  Sugar,  325-22,   324-21,  322-24=  <&:  4|c.  ;  4  h/c  Y.  H.  Tea, 

82-16,  8.5-15,  83-15,  84-16=  @  25c.  ;  10  bbls.  Superior  Flour,  ^'s,    @  $5.60. 

J.  McArthur  finds  that  for  want  of  sufficient  capital  he  is  unable  to  continue  his  Grocery  Business 
at  1001  Queen  St.  E.,  and  we  have  agreed  to  take  over  the  business  and  conduct  it  as  a  branch 
store,  with  Mr.  McArthur  in  charge.  We  have  gone  over  the  business  with  him,  and  find  the 
present  standing  as  "follows  :  Stock  on  hand,  $1250  ;  Accts.  Receivable,  $450  ;  Accts.  Payable, 
$350  ;  Bills  Payable,  $675  ;  Insurance  paid  in  advance,  $11.25.  It  is  agreed  between  us  that 
McArthur  shall  receive  a  salary  of  $50  a  month  and  a  commission  of  2%  on  sales.  The  books 
aie  to  be  kept  at  the  branch,  and  all  cash  received  is  to  be  deposited  daily  in  the  Imperial 
Bank,  to  the  credit  of  the  Head  Office.  Reports  of  Sales  and  of  Cash  receipts  are  to  be 
rendered  semi-weekly,  and  all  bills  are  to  be  handed  over  to  the  head  office  for  payment.     We 
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take  over  the  lease  of  the  store  at  §30  a  month,  and  the  unexpired  insurance,  9  months,  S11.25. 

His  acceptances  in  our  favour  are  to  be  charged  to  his  account,  and   he  is   then  allowed  a 

discount  of  10%  on  the  balance  of  the  account. 
Make  and  post  the  entry  for  carrying  this  10%  to  Bad  Debts  account. 
Credit  McArthur's  personal  account  with  the  amount  of  the  assets  of  his  business,  and  charge  his 

personal  account  with  the  amount  of  the  liabilities  assumed  on  account  of  his  business. 
Chai-ge  these  assets  to  the  Queen  Street  Branch  account  and  credit  the  liabilities  to  the  same  account. 
Issue  cheques  in  settlement  of  McArthur's  account,  and  the  accounts   payable  and  bills  payable, 

assumed  on  account  of  the  branch  store. 

5.  Received  from  the  Standard  Refining  Co.,  the  following  invoice,  freight  prepaid,  Apr.  1,  '/j^,  "/g,, : 

50  pails  Icing  Sugar,  ca.  30  lbs.,  @  6|c.  ;  10  bbls.  Gran.  Sugar,  320-20,  32-5-23,  322-21,  325-22, 

322-21,   323-20,  325-22,   324-21,  320-25,   322-24=  @  4|c.  ;  10  c/s  Maple  Syrup,  1  gal. 

tins,  20  doz.,  per  gal.  9.5c. 
Sold  to  M.  E.  Keith,  C.  O.  D.,  less  1%,  4  bxs.  30/40  Cal.  Prunes,  ea.  25  lbs.,  @  12c.  ;  4  bxs.  80/90 

Cal.  Prunes,  ea.  25  lbs.,  @  5c. ;  5  h/c  Currants,  70-12,  75-10,  78-9,  77-10,  80-9=  @  8^c. ; 

3  bxs.  Dates,  72,  74,  72  -  22J=  <&  6c. 

Drew   on  M.  E.  Keith,  on  demand,  for  the  amount  of  the  above  invoice,  less   1  %  ;   attached  the 

draft  to  the  B/L,  and  left  it  with  the  bank  for  collection. 
Paid  in  cash,  duty  of   20%  on  the  invoice  of  the  California  Fruit  Co.  of  the  21st  ult.,   recei\ed  on 

the  3rd.     Brokerage  ^%. 
Received  from  J.  Archer,  his  cheque  for  the  amount  of  his  bill  of  Mar.  21,  less  disc. 

6.  Sold  to  A.  C.  Coates,  li  doz.  bxs.  Abernethy  Bis.,  ea.  6i  lbs.,  @  13c.  ;   2  doz.  bxs.  Oyster  Crackers, 

ea.  4 J  lbs.,  (s  life";  1  doz.  bxs.  Fig  Bar,  ea.  121  lbs.,  @  13^c.  ;   10  c/s  Sunlight  Soap  @  84.10; 
12  bxs.  White  Castile  Soap,  36  doz.,  per  doz.  45c.  ;  8  bbls.  "  Royal "  Flour,  ^'s,  @  -§5.40. 
Supplied  to  the  Branch  Store,  2  c/s  Evaporated  Apples,  50  lbs.  ea.,  @  7c. ;  2  25-lb.  boxes  30/40  Cal. 
Prunes,  50  lbs.,  ®  12c. ;  3  25-lb.  b.xs.  40/50  Cal.  Prunes,  75  lbs.,  @  12c.  ;  5  bxs.  Figs,  10,  12, 
lU,  10,  lOi,  less  10%=  @  lOAc. 

7.  Sold  to  Newell  ik  Reid,  12  c/s  Parlour  Matches  fe  $5.20  ;  8  c/s  Comfort  Soap  @  84  ;  4  c/s  Sardines, 

\'s,  @  812.50 ;  12  bbls.  Pastry  Flour,  ^'s,  @  84.85. 
Drew  on  A.  C.  Coates,  at  30  da.  from  Mar.  20,  for  the  amount  of  the  30  da.  bill  of  that  date,  and 
left  with  the  bank  for  collection. 

8.  Sold  to  C.  R.  Dunlop,  15  c/s  Salmon,  Ts,  60  doz.,  @  81.85  ;  10  c/s  Lobsters,  I's,  40  doz.,  fe  82; 

6  c/s  Breakfast  Coffee,  ea.  24  lbs.,  @  32c.  ;  12  hf.-ch.  Japan  Tea,  ea.  85  lbs.  net,  @  18c. 
The  bank  presents  the  S/D  of  the  Standard  Refining  Co.  for  the  amount  of  their  invoice  of  Apr.  1, 

less  shortage  on  Inv.  of  Mar.  7  and  discount  on  the  balance.      Pay  the  draft  by  cheque. 
Received  from  Newell  &.  Reid,  their  cheque  for  the  amount  of  their  bill  of  Mar.  27,  less  disc. 
The  Branch  Store  reports  Cash  Sales,  8125.      Credit  Sales,  820.10.      Cash  received  on  account,  820. 
Paid  salaries  for  the  week  by  cheque. 

D.  Hunter  reports  travelling  expenses  for  the  week,  812.10.     R.  Miller,  813.15. 
Paid  by  cheque,  the  bill  of  "The  Daily  Standard  "  for  advertising,  815.75. 
Paid  J.   McArthur,   salary  for  one   week,    812.50,   and   his  commission   of    2%   on    sales   reported. 

Charge  to  the  Branch  Store  account. 
Deposited  all  the  cheques  on  hantl.      Post  up  to  date.     Find  cash  and  Bank  balances. 
10.    Received  from   the  Ea.st  India  Tea  Co.,  the  following  invoice.  Mar.  31,   2/3^,  "f^:   20  bags  Golden 

Rio  Coffee,  120-10,   125-11,   132-10,   140-12,   122-10,   124-12,   123-12,   130-13,   135-12,  125-10, 

140-12,  133-11,  125-9,  127-11,  136-10,  140-11,  137-12,  136-10,  122-10,  126-12=  @  26c. 
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Paid  fi-eight  on  the  above  invoice  by  cheque,  $11.35. 

Sold  to  Chas.  Jackson  &  Son,   4  doz.  bxs.  Ginger  Snaps,  ea.  7i  lbs.,  @   12^c.  ;   6  doz.  bxs.  Sultana 

Bis.,  ea.   12^  lbs.,  @  12|c.  ;   5  doz.  bxs.  Water  Wafers,  ea.  3|   lbs.,  @   12jc.  ;  10  c/s  Safety 

Matches,  70's,  @  $3.60. 
A.  C.  Coates  has  returned  2  cases  of  the  Sunlight  Soap  sold  to  him  on  the  6th.      Give  him  credit. 
Received   from    R.  A.  Evans   &  Co.,  a  S/D  on  W.  Chapman,  Toronto,  for  $100,  to  apply  on  their 

bills  of  Mar.  28,  and  their  cheque  to  cover  the  balance  of  the  bills,  less  disc,  on  the  3  mos.  bill. 
The  bank  reports   the  draft  on  H.  R.  Harrison,  15  da.  from  Mar.  21,  collected  and  credited,  less 

exchange  40c. 
Gave  to  D.  Hunter  and  R.  Miller,  each  a  cheque  for  $12.50,  on  account  of  travelling  expenses. 
Paid  for  a  bill  of  stationery  by  cheque,  $18.30. 

11.  Sold  to  D.  A.  Beattie,  4  chests  Ceylon  Tea,  ea.  60  lbs.  net,  @  22c.  ;  10  chests  Gunpowder  Tea, 

79-12,  78-11,  80-15,  79-11,   81-12,  80-10,  79-12,  78-9,  82-10,  80-10=  @  35c.;  10  bbls. 

Gran.  Sugar,  320-22,  325-21,  323-20,  324-22,  320-21,  323-20,  320-22,  322-21,  32-5-21,  324-22  = 
@  4fc. 
Remitted  to  the  East  India  Tea  Co.,  a  bank  draft  purchased  by  chetjue  for  invoice  of  Mar.  20,  less  disc. 
The  bank  reports  the  draft  on  M.  E.  Keith,  Apr.  5,  collected  and  credited,  less  exchange  15c. 
J.  McFarlane's  note  for  $330,  which   was  assumed  by  us  upon  taking  over  the  business,  falls  due 

to-day  and  is  paid  by  cheque. 
Received  from  C.  Jackson  &  Son,  their  cheque  for  the  balance  of  the  30  ila.  bill  of  Mar.  1 6  antl  their 

30  da.  bill  of  Mar.  27,  less  disc.  $94.34. 

12.  Received   from   the   California   Fruit  Co.,  an  invoice  of  goods,  freight  prepaid,  Mar.  31,  30  da.,  2% 

discount  for  cash  on  receipt  of  the  invoice  :   10  c/s  Evaporated  Apples,  ea.  50  lbs.,  @  5^. ;  18 

25-lb.  bxs.  30/40  Cal.  Prunes  @  10c. ;  20  bxs.  Figs,  10,  12,  10|,  11,  10,  12i,  12,  10,  10|,  11, 

12,  11,  10|,  11,  12,  12|,  10,  12,  11  J.  10,  less  10%=  @  8|c. 

Remitted    to    the    Cal.    Fruit   Co.,   a    B/E    for    the   net   amount    of    the   above   invoice.      Rate   of 

exchange  99^. 
Sold  to  R.  A.  Evans,  4  doz.  bxs.  Abernethy  Bis.,  ea.  6^  lbs.,  @  12Jc.  ;  3  doz.  bxs.  Water  Wafers, 

ea.   5|  lbs.,  @  13fc.;   6  c/s  Oysters,  I's,  12  doz.,  @  $2  ;    10  c/s  Apples,   I's,  5  doz.,  (s  $2.40; 

12  c/s  Peas,  2's,  24  doz.,  @  75c.  ;  8  c/s  Can.  Corn,  2's,  16  doz.,  @  75c. 
Received  from  B.  C.  Merchant,  his  cheque  in  payment  of  his  acceptance  due  to-day. 
Branch  Store  reported  Cash  Sales,  $110  ;  Credit  Sales,  $24.30  ;  Cash  on  acct.,  $35. 
Paid  in  cash  the  bill  of  the  City  Cartage  Co.  for  delivering  goods,  $1.85. 
Deposited  all  cheques  and  the  Sight  Draft  on  hand. 

13.  Sold  to  B.  C.  Merchant,  8  bxs.  B.  Cocoa,  48  lbs.  net,  @  25c.  ;  10  tins  Mocha  Coffee,  ea.   25  lbs., 

@   20c.  ;    5    c/s  Gold    Medal   Syrup,   2-lb.   tins,   ea.   2    doz.,   per   doz.   $1.20  ;    10   bbls.   Pastry 

Flour,  ^'s,  @  $4.85. 
Newell  i&  Reid  have  returned  3  c/s  Parlour  Matches  sold  to  them  on  the  7th.      Allow  them  credit. 
Supplied  to  the  Branch  Store,  from  stock,  3  c/s  Kippered  Herrings,  I's,  12  doz.,  @  $1  ;  2  c/s  Lobsters, 

I's,  8  doz.,  @  $2  ;  1  c/s  Oysters,  I's,  4  doz.,  @  $2  ;  4  c/s  Salmon,  I's,  16  doz.,  @  $1.85  ;  3  c/s 

Sardines,   l\   ®  $12.50. 
The  Bank  returned  the  cheque  received  from  Newell  &,  Reid,  Apr.  8,  dishonoured.      Charge  to  their 

account  and  write  them,  returning  the  cheque. 
U.     Sold  to  H.  R.  Harrison,  10  c/s  Comfort  Soap  @  $4  ;   10  bxs.  Sapolio  («  $2.85  ;   10  ch.  Ceylon  Tea, 

101-19,  105-20,  104-18,  103-19,  105-18,  102-18,  104-18,  105-20,  105-19,  103-19=  @  28c.; 

15  bbls.  "  Royal  "  Flour,  ^'s,  @  $5.40. 
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Paid   by   marked   cheque,    the   dutv   of    20%    on   the   California   Fruit   Co.'s   invoice   of    Mar.    31, 

brokerage  ^%. 
Received  from  A.  C.  Coates,  hia  cheque  for  his  n/o  bill  of  Apr.  6,  less  i-etums,  and  for  his  30  da. 

bill  of  the  same  date,  less  discount. 
Received  from  E.  R.  Gorman,  his  cheque  for  his  biU  of  Mar.  30,  less  disc. 
Paid  John  Rowe  by  cheque,  for  alterations  to  office,  S13.20. 
15.    Received  from  the  Canada  Soap  Works,  an  invoice  of  Soap,  Apr.  13,  ^Vic  %o  '   ^^  ^^^-  Kitchen 

Sapolio,   \  gross  ea.,  per  box   S2.55  ;   30  c/s  Sunlight  Soap,    100  cakes  ea.,   per  case  §3  60  ; 

15  c/s   Comfort   Soap,    100   cakes   ea.,    per   case   §3.50  ;    10   bxs.    White   Castile,    3   doz.    ea., 

per  doz.  40c. 
B.  C.  Merchant  notifies  us  that  the  sale  on  the   13th  is  short  1  tin  Mocha   CoflFee.      We  have  a  tin 

delivered  to  him  to-day. 
Drew  on  H.  R.  Harrison  at  15  da.  from  Apr.  14,  for  amount  of  his  biUs  of  that  date,  less  disc,  on 

the  3  mos.  bill. 
The  Branch  Store  reports  Cash  Sales,  SI 27.50  ;  Credit  Sales,  820.20  :  Cash  received  on  acct.,  822.60. 
Paid  by  cheque,  the  following  bills  for  goods  for  the  Branch  Store  :  Ontario  Biscuit  Co.,  $67.30  ; 

Canada  Soap  Works,  672.10;  Welland  i  Welland,  867.40. 
D.  Hunter  reports  travelling  expenses  for  the  week,  810.75  ;  R.  ililler,  811.20. 
Paid  salaries  for  the  week  by  cheque,  including  J.   McArthur,  §12.50,  and   commission  on  sales 

reported.  Received  eheque.s  fir  all  Fioui-  !^old  this  half-month.      Xo  discounts. 
Charged  the  Western  Milling  Co.  commission  (10%)  on  sales  to  date,  and  remitted  to  them  a  cheque 

for  the  balance  due.       Sent  them  a  statement.      See  that  all  cash  is  deposited.   Xo  exchange. 
Paid  by  cheque,  the  bill  of  "The  Daily  Standard"  for  advertising,  .813.60. 

Paid  by  cheque,  the  Light  bill  for  tlie  month,  86.50.     Petty  cash  is  examined  and  cheque  issued. 
Post  up  to  date.     Post  totals.     Close  the  cash   bo<3k    and    bring    down    balances.     Take    a    trial 

balance.     Prepare  the  Financial  Statements.      Close  the  books. 

INVENTORIES 
Tea,  82388.98;  Canned  Goods,  81108.82;  Dried  Fruits,  8568.84;  Biscuits,  8254.89;  Sugar,  81235.78; 
Sundrie.s,  8574.51;   Total,  86131.82;  Coal  on  hand,  816.87;    Insurance  unexpired,  853.12;    Furniture, 
$116.25;    Rent,    paid    in   advance,  875;    Branch  Store,  Stock,  $1242.95;   Accounts  Receivable,  8437; 
Insurance  unexpired,  810.62;  Reserve  for  Bad  Debts,  819.09. 

EXERCISE 

1.  Company  A.  has  a  branch,  which  it  supplies  with  goods  from  the  wholesale,  but  which  receives 
cash  against  ledger  accounts  and  pays  in  the  whole  of  the  cash  each  day  to  the  Head  Office.  All  wages 
and  branch  expenses  are  paid  bv  cheque  from  the  Head  Office  on  the  imprest  system. 

From  the  following  particulars  suppUed  by  the  branch,  at  the  end  of  the  year  prepare  the  operating 
account  for  the  branch,  the  Head  Office  account  in  the  Branch  books  and  the  Branch  account  in  the 
Head  Office  books. 

Sales,  813500;  Bad  Debts,  875;  Returns  from  Customers,  8100;  Debtors,  Jan.  1,  86250;  Allowances  to 
Customers  825;  Debtors,  Dec.  31,  87650;  Cash  received  on  Ledger  Accounts,  811900;  Goods  from  the 
Wholesale,  810600;  Casli  Sales,  87100;  Rent  and  Taxes  paid,  8400;  Stock  on  hand  Jan.  1,  82700;  Wages 
and  Sundry  Expenses,  81900;  Stock  on  hand  Dec.  31,  83100. 

2.  From  the  following  data  prepare  a  bank  reconciliation  statement.  Balance  as  per  Ca-sh  Book, 
$75260;  Cheques  outstanding,  8175, 8360, 8480;  Drafts  left  for  collection,  credited  by  the  bank,  $660,  S325, 
$160;  Collection  charges  on  the  foregoing,  82.50;  Dishonoured  cheques  charged  back  by  the  bank,  $25, 
$360;  Interest  allowed  by  the  bank  on  deposit,  862.50. 
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JOINT   STOCK   COMPANY  ACCOUNTS 


A  Joint  Stock  Company  is  an  organization,  consisting  of  five  or  more  persons,  which  has  been 
authorized  by  charter  issued  to  it  by  the  Dominion  Government  or  by  the  Legislature  of  one  of  tlie 
Provinces,  to  carry  on  business  under  conditions  set  forth  in  the  charter. 

It  differs  from  a  partnership  mainly  as  to  (a)  Capital  ;  (6)  Liability  of  members  ;  (c)  Division  of 
Profits. 

The  full  amount  of  capital  which  the  compatiy  is  permitted  by  its  charter  to  have,  is  called  the 
Authorized  Capital,  and  is  divided  into  shares  having  a  fixed  par  value,  which  varies  very  much,  but  in 
ordinary  trading  or  manufacturing  concerns  is  commonly  -SlOO  or  $50. 

Those  desiring  to  become  members  of  the  company  subscribe  for  or  purchase  shares  of  the  capital. 
The  total  amount  so  subscribed  for  need  not  be  the  full  amount  of  capital  authorized  by  charter,  and  it 
is  called  the  Snl'f>;prih^d  Capital^ 

The  amount  of  capital  subscribed  for  is  called  in  by  instajnients  as  required,  and  the  amount  thus 
paid  up  at  any  time  is  called  the  Paid-up  Capital. 

The  members  of  the  company  are  called  shareholders,  and  they  are  not,  as  members  in  a  partnership 
are,  liable  for  the  full  amount  of  the  debts  of  the  company.  They  are  liable  only  for  the  amount  of  the 
shares  for  which  they  have  subscribed.  In  case  these  have  been  paid  for  in  full,  the  shareholders  have 
no  further  Hability.  If  they  have  not  been  paid  for  in  full,  the  shareholders  are  liable  for  the  amount 
necessary  to  complete  the  payment  at  par  value. 

The  profits  are  divided  among  the  members  or  shareholders  in  the  proportion  of  the  par  value  of 
their  subscribed  shares.  They  are  distributed  at  fixed  periods — quarterly,  semi-annually,  or  annually,  as 
the  shareholders  may  determine.  Profits  so  distributed  are  called  Dividends.  It  is  customary  to  set 
aside  part  of  the  profits  as  a  Reserve  Fund,  either  to  increase  the  available  working  capital  or  to  insure 
that  in  case  of  a  bad  year  the  shareholders  may  still  receive  the  usual  dividend.  But  in  no  case  are  the 
profits  added  directly  to  capital,  as  may  be  done  in  a  partnership.  If  it  is  not  considered  desirable  to 
create  a  Reserve  Fund,  then  the  undivided  profits  are  brought  down  to  the  credit  of  the  Loss  and  Gain 
account. 

A  Joint  Stock  Company  being  to  some  extent  a  public  organization,  operating  under  authority  from 
the  Government,  is  required  to  keep  certain  books  of  record  and  of  account  not  necessary  in  a  partner- 
ship. Tiie  most  important  of  these  with  which  the  bookkeeper  is  concerned  have  reference  to  the  capita] 
and  the  profits  of  the  company,  and  are  the  following  : 

The  Memorandum  of  Agreement  and  Stock  Book. 

The  Allotment  Book. 

The  Instalment  List. 

The  Stock  Certificate  Book. 

The  Transfer  Book. 

The  Stock  Ledger. 

The  Di\idend  Book. 

The  Minute  Book. 

lU 
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THE   MEMORANDUM   OF  AGREEMENT   AND   STOCK  BOOK 
This  is  commonly  called  the  Subsciiption  Book.      It  may  be  bound  in  book  form,  or  may  consist  of 
separate  sheets  with  convenient  ruling.     The  form  is  as  follows  : 


MEMORANDUM  OF  AGREEMENT  AND  STOCK  BOOK 

We,  the  undersigned,  do  hereby  severally  covenant  and  agree  each  with  the  other  to  become  incorporated 
as  a  company  under  the  provisions  of  The  Ontario  Companies  Act,  under  the  name  of  The  Ontario 
Bisc^iit  Company,  Limited,  or  such  other  name  as  the  Lieutenant-Governor-in-Council  may  give  to 
the  Company,  with  a  capital  of  Twenty-five  Thousand  Dollars,  divided  into  Two  Hundred  and  Fifty 
shares  of  One  Hundred  Dollars  each. 

And  we  do  hereby  severally,  and  not  one  for  the  other,  subscribe  for  and  agree  to  take  the  respective  amounts 
of  the  capital  slock  of  the  said  Company  set  opposite  our  respective  names  as  hereunder  and  hereafter 
uiritten,  and  to  becom.e  shareholders  in  such  Company  to  the  said  am,ounts. 

In  witness  whereof  tee  Jiave  signed.      e^-rf^'^ 


Signatures  of 

Seals 

Amount  of 

SUBSCKIPTION 

Date  and  Place 
OK  Subscription 

Rf.sidknce  of 

SlJBSCKIBERS 

.Signature  of 

Date 

Place 

D.  W.  Thompson     ■ 
Jos.  Stewart    - 
W.  J.   Gihuon  - 
D.  McKimton  - 
0.  L.  Richardson     - 

X 
X 
X 
X 
X 

$7000 
$6000 
$6000 
$3000 
$3000 

19— 
Apr. 

1 
1 
1 
1 

1 

Toronto 

Toronto 
Toronto 
Limoood 
Crosshill 
Waterloo 

J.  Coulter 
J.  Coulter 
J.  Coulter 
J.  Coulter 
J.  Coulter 

THE  ALLOTMENT   BOOK  '^ 

When  the  shares  of  a  Company  are  offered  to  the  public,  blank  forms  of  application  are  sent  out 
to  those  likely  to  subscribe  or  are  provided  for  tho.se  who  wish  to  subscribe.  Such  applications,  when 
returned,  are  considered  by  the  directors,  and  those  whose  applications  are  accepted  are  notified  to  thab 
effect.  The  others  are  notified  that  their  applications  have  not  been  accepted,  and  deposits  made  on 
Account  of  the  stock  are  returned.     This  book  is  unnecessary  when  there  are  only  a  few  shareholders. 

INSTALMENT  LIST        l^ 
The  stock  subscribed  for  is  sometimes  paid  for  in  full  at  the  time  of  subscription.      In  other  cases 
payment  is  made  in  instalments  of  such  amount  and  at  such  intervals  as  may  be  decided  upon  by  the 
directors.     Demands  for  such  payments  are  termed  Calls__When  a  call  is  made  by  the  directors,  an  Instal- 
ment List  is  prepared  which  sets  forth  the  names  of  the  shareholders  and  the  amount  payable  by  each. 

Instalment  List  if  the   First   Call  of  Iwentyfive  per  cent,  on  the  stock  of  the   Ontario  Biscuit   Company, 
Limited,  due  and  payable  May  1,  19 — 


J    |.                        Namf  of 

No.  OF 

Interest 

Amount 

I) ATE   OF 

.*7HARKHOLDKK 

Received 

Pav.ment 

19— 

D.   W.  Thompson 

Toronto 

70 

1750 

1750 

May 

1 

Jag.  Stewart 

Toronto 

60 

1500 

6" 

25 

1506 

25 

June 

1 

W.  J.  UiUson 

Liu  irood 

60 

1500 

1500 

May 

1 

D.  McKimion 

Crosshill 

30 

750 

750 

" 

1 

0.  L.  lUchardson 

Waterloo 

SO 

750 

6 

25 

756 

25 

July 

1 

•250 

6350 

n 

50 

6262 

50 
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INSTALMENT   RECEIPT   AND   STOCK   CERTIFICATE 

Receipts  are  issued  to  the  shareholders  upon  tlie  payment  of  each  call.  These  receipts  should  be 
bound  in  a  book,  and  each  receipt  should  have  a  stub  upon  which  the  shareholder  gives  an  acknowledg- 
ment of  the  receipt.  These  Instalment  Receipts  are  called  Scrip,  and  when  the  stock  is  paid  up  in  full 
the  Scrip  is  exchanged  for  a  Stock  Certificate. 

Instalment  Receipt 


The  Ontario  Biscuit  Company, 
Limited 

Instalment  Receipt 

No.  1. 

Name,  D.   W.  Thompscm. 

Call         First^25% 

On     70       shares  of      $100     each. 

Amount,  $1750. 

Date,  May  1,  19 — . 

Received  receipt  for  the  above  in- 
stalment. 

D.  W.  Thompson. 


Nc.  1 


1  0  Shares 


Instalment  Receipt,  $1750 


The  Ontario  Biscuit  ^  Company,  Limited 

Received  from  L).  W.  Thompson  the  sum  of  One  Thousand 
Seven  Hundred  and  Fifty  Dollars,  being  the  first  Call  of 
25  per  cent,  on  70  shares  of  the  stock  of  the  Ontario 
Biscuit  Company,  Limited,  the  said  shares  having  been 
reseri'ed  and  set  apart  for  him  or  his  assigns  on  condition 
that  he  or  they  fulfil  the  terms  of  subscription. 

In  witness  whereof  we  hereunto  subscribe  our  names  and 
affix  the  Corporate  Seal  of  the  Company  this  first  day  of 
May,  19—. 

Jas.  Stewart,  [Seal]  D.  W.  Thompson, 

Srrnlni-y.  PrtmUn'. 


Stock  Certificate 


Stock  Certificate 
No.  1. 

For         70         Shares 
Issued  to 

IT^.  D.  Thonipsoit. 
Date,  May  1,  19— 

Transferred  from 

Date 

No.  Original  Certificate 

No.  Original  Shares 

No.  Shares  Transferred 

Received  Certificate  No.  1  for  70 
Shares  this  1st  day  of  May,  19 — . 

D.  W.  Thompson. 


No.  1 


70  Shares 


This  certifies  that  D.  W.  Thompson  is  the  owner  of  Seventy 
fully  paid  shares  of  One  Hundred  Dollars  each  of  the 
Capital  Stock  of 

The  Ontario  Biscuit   Company,  Limited 

The  said  shares  are  transferable  only  on  the  books  of  the 
Company  in  person  or  by  attorney  upon  the  surrender  of 
this  certificate. 

In  witness  whereof  the  said  Company  has  caused  this 
certificate  to  be  signed  by  the  duly  authorized  officers 
under  the  Corporate  Seal  of  the  Company,  this  1st  day 
of  May,  19—. 


Jas.  Stewart, 

fici-retnry. 


[Seal] 


D.  W.  Thompson, 

I'r^si.l.nr 
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TRANSFER    OF    STOCK 

Shares  not  fully  paid  up  can  only  be  transferred  with  the  consent  of  the  directors  of  the  company. 
In  some  companies  this  consent  is  necessary  for  the  transfer  of  fully  paid-up  stock.  When  stock  is 
transferred,  the  certificate  is  returned  to  the  company  and  a  new  certificate  issued  to  the  transferee. 
In  case  only  a  part  of  the  stock  represented  by  the  certificate  is  transferred,  the  certificate  is  returned 
and  cancelled  and  new  certificates  issued  to  the  seller  and  to  the  purchaser  of  the  shares.  The  record 
of  transfers  is  kept  in  a  Transfer  Book  ;  if  transfers  are  numerous,  a  Transfer  Register  is  used. 

Transfer  Book 


I'm-  Value  Received,  T,  W.  .J.  Gibson,  Aa  hereby  assign  and  transfer  to  C.  Whitman 
all  my  right,  title  and  interest  in  sixty  shares  of  the  Capital  Stock  of  the  Ontario 
Biscuit  Company,  Limited,  on  which  has  been  paid  the  sum  of  One  Thousand 
Five  Hundred  Dollars,  and  now  standing  in  my  name  in  the  books  of  the  said 
Company. 

Witness  my  haml  at  the  office  of  the  Company,  in  the  City  of  Toronto,  this  15th  dav 
of  May,  19—. 

Witness, 

J.  Coll  AS.  W.  J.  Gibson. 

I  hereby  accept   the  foregoing  transfer  of   sixty  shares  of  the   Capital   Stock   of   the 

Ontario  Biscuit  Company,  Limited. 
Dated  this  15th  day  of  May,  19 — . 
Witness, 


J.   CoLLAS. 


C.  Whitman. 


THE   DIVIDEND   BOOK 


y 


This  book  shows  the  amount  of  profits  payable  to  each  of  the  shareholders  for  the  period  to  which 
it  refers.      It  is  prepared  after  the  dividend  for  any  period  has  been  fixed  by  the  directors. 


Form. 

Divi< 

The  Ontario  Biscuit 
lend  No.  1.  3  per  cent.. 

Company,  Limited 
declared  June  1,  19 — 

Name  ok 
.Shareholder 

Address 

No.  OF 
Sbakes 

Amount  of 
Dividend 

Date  of 
Payment 

.Signature 

D.   W.  Thompson 

.fax.  Sitimrt        ...          - 

D.  McKinnon     -         .         .         - 

0.  L.  Hkhnrdaon 

0.    Whitnmn         ... 

Toronto 

Toronto 

Croxuhill 

Waterloo 

Kitchener 

70 
60 
30 
SO 
€0 

■210 

ISO 

90 

90 

ISO 

June 

1 
3 
S 
1 
3 

D.   W.  Thompson 
Jos.  Stewart 
D.  McKirmon 
0.  L.  Richardson 
G.    Whitman 

THE  MINUTE  BOOK        A^ 
The  shareholders  in  a  company  elect  from   their  number  a    Board  of  Directors,  and  the  Board  of 
Directors  in  turn  elect  a  President  and  appoint  a  Secretary,     The  secretary  keeps  a  proper  record  of  the 
proceedings  at  the  meetings  of  the  Board.     The  book  in  which  such  record  is  made  is  called  the  Minute 
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Book.  If  the  bookkeeper  is  also  secretary  of  the  company,  then  the  minute  book  will  be  in  his  charge; 
if  not,  he  is  not  likely  to  have  access  to  it.  Tlie  president  and  secretary  usually  sign  for  the  company, 
and  they  are  then  responsible  for  seeing  that  all  disbursements  are  sanctioned  by  the  Board  of  Directors. 

THE  STOCK  LEDGER  OR  SHARE  LEDGER 

Paid  up  shares  in  a  Company  are  private  property  and  may  be  disposed  of  as  such  without  affecting 
the  capital  of  the  company  or  its  legal  status.  Hence  in  Joint  Stock  Books  one  capital  account  only  is 
kept.  0\vnership  of  capital  is  recorded  in  a  book  called  the  Share  Ledger.  All  transfers  of  ownei-ship 
are  posted  to  this  book  so  that  the  account  of  each  shareholder  shows  his  ownership  in  capital  of  the 
company  at  any  time. 

This  book  is  ordinarily  made  to  seiwe  a  further  purpose,  namely,  to  show  the  amount  a  shareholder 
has  paid  on  stock  subscribed  for  and  the  balance  remaining  unpaid.     See  form  page  119. 

Transfers  of  shares  are,  when  numerous,  fu-st  entered  in  a  transfer  register.  On  the  back  of  each 
stock  certificate  there  is  printed  a  form  of  assignment,  thus. — 

For  value  received.  .  .  .hereby  sell,  assign,  and  transfer  unti 


Shares 

of  the  Common  Stock  represented  by  the  ^vithin  Certificate,  and  do  hereby  irrevocably  constitute 

and  appoint Attorne\-,  to  transfer  the  said 

Stock  on  the  books  of  the  within  named  Corporation  with  full  power  of  substitution  in  the  premises. 


Dated 19. 

In  presence  of 


The  transferor  completes  and  signs  this  form  and  turns  in  his  certificate  to  the  Company  and  a  new 
certificate  or  certificates  ^viil  be  issued  accordingly.  If  he  cannot  attend  in  person  to  sign  the  transfer 
register,  he  may  enter  the  name  of  a  Trust  Company  or  other  representative  as  his  attorney,  or  he  may 
leave  the  line  blank  in  wliich  case  the  secretary  of  the  company  may  insert  his  own  name  and  sign 
accordingly.     For  form  of  Transfer  Register  see  page  119. 

A  company  is  also  required  to  keep  a  register  of  shareholders  and  a  register  of  directors.  See  forms 
below. 

The  Ontario   Biscuit  it  Coxfectionert  Co.,  Limited 
REGISTER  OF  SHAREHOLDERS 


Date                      Name 

Calling 

Address 

Remarks 

19— 
June 

1      D.   W.  Thompson 
1      Jas.  Stewart 

Manufacturer 
Manufacturer 

Toronto 
Toronto 

The  Ontario    Biscuit  X-  Confectionery  Co.,   Limited 
REGISTER  OF  DIRECTORS 


Elected                    Name 

Calling                             Address                 Retired                     Remarks 

IB- 
June        1      D.   W.  Thompson 
"          1      Jas.  Stewart 

Mamifacturer 
Manufacturer 

1 

Toronto                         i 
Toronto                         \             1 
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THE  BOOKS  OF  ACCOUNT 

Entries  in  the  books  of  account  of  a  Joint  Stock  Company  diifer  from  those  in  the  books  of  a 
Partnership  at  the  opening  of  the  books  and  at  distribution  of  profits  ;  for  the  rest,  the  arrangement  of 
the  books  and  the  entries  therein  will  depend  upon  the  character  of  the  business. 

Instead  of  a  capital  account  for  each  member  of  the  firm  there  is  one  capital  account  only  for  the 
Company.  This  account  may  represent  their  Authorized  Capital,  their  Subscribed  Capital,  or  theii'  Paid- 
up  Capital. 

Since,  however,  the  Authorized_Capi±ai  represents  neither  capital  suppUed  nor  any  obligation  to 
supply  it,  this  account  is  seldom,  if  ever,  used,  but  either  Subscribed  Capital  or  Paid-up  Capital  may  quite 
properly  be  used  as  the  General  Ledger  account. 


SUBSCRIBED  CAPITAL  STOCK  AS  THE  GENERAL  LEDGER  ACCOUNT 

In  the  illustrations  following  we  shall  use  Subscribed  Capital  as  the  General  Ledger  account  and 
later  give  the  entries  necessary  for  using  Paid-up  Capital  account. 

Illustration  No.  1. — The  organization  of  a  New  Compan}-,  Toronto,  Jan.  2,  19 — .  The  Ontario 
Biscuit  and  Confectionery  Company  is  organized  with  a  capital  of  $25000  in  250  shares  of  $100  each. 
The  organizers  with  their  subscriptions  are  :  D.  W.  Thompson,  70  shares;  James  Stewart,  60  shares; 
W.  J.  Gibson,  60  shares;  D.  McKinnon,  30  shares;  O.  L.  Rogers,  30  .shares.  A  first  call  of  50%  is  made 
and  is  paid  in  Ca.sh.     Make  the  necessary  entries. 

Entries  are  made  at  the  time  of  Subscription  and  at  the  time  of  Payment. 


At  the  time  of  Subscription, 
Jan.  2, 

Subscribers 25000 

Subscribed  Capital  Stock    .  . 
For    subscription  as  per    m,em- 
orandum  of  Agreement 


25000 


D.  W.  Thompson,  70 
J.  Stewart,  60 

W.  J.  Gibson,  60 
D.  McKinnon,  30 
0.  L.  Rogers,      SO 


7000 
6000 
6000 
3000 
3000 


2.   At  the  time  of  Paym,ent, 

Jan.  2, 

Cash       12500 

Subscribers 12500 

Call  No.  1,  50y^  paid  in  Cash 

D.  W.  Thompson   3500 

J.  Stewart 3000 

W.  J.  Gibson 3000 

D.  McKinnon 1500 

0.  L.  Rogers 1500 

Note. — Tins  entr\'  would  be  in  the  Cash  Book. 


An  entry  similar  to  No.  2  a,bove  would  be  made  for  each  call.  These  entries  would  be  posted  to  the 
General  Ledger.  The  personal  account  items  would  be  posted  to  the  Share  Ledger-  The  Capital  Stock 
account  would  then  show  the  total  amount  of  stock  subscribed.  ^^^OOO  The  «v.bsi;ribers  a^ . ount  would 
show  the  amount  of  this  unpaid,  and  the  diiference  would  coaespunu  .-.\.,.  :be  Paid  up  St^ok  as  shown  Dy 
the  Share  Ledger. 

Illustration  No.  2. — A  Partnership  re-organized  as  a  Joint  Stock  Company,  new  books  being  used. 

D.  Hamill  and  R.  Walker  are  partners  in  a  wholesale  grocery  business  and  convert  it  into  a  Joint 
Stock  Company  under  the  name,  The  Hamill  Grocery  Co.,  Limited.  The  Authorized  capital  is  $25000, 
in  250  shares  of  $100  each.  The  present  net  capital  of  the  partnership  is  $10000  as  follows  :  Mdse.  $8000; 
Accounts  Receivable,  $1500;  Bills  Receivable,  $1000;  Accounts  Payable,  $500;  I).  Hamill  net  capital, 
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S7000;  R.  Walker  net  capital,  §3000.  They  are  joined  by  J.  Rhodes,  H.  Wilson,  and  B.  Foster,  who 
agreed  to  take  25  shares  each  and  pay  therefor  in  cash.  An  allowance  of  §2500  is  to  be  made  for  the 
goodwill  of  the  business,  81500  of  which  goes  to  Hamill  and  81000  to  Walker.  The  Hamill  Groceiy  Co., 
Limited,  is  then  to  take  over  the  net  assets  and  goodwill  of  the  partnersliip,  gi^^ng  therefor  $500  in  cash 
and  the  balance  in  fully  paid  up  shares  in  the  company. 

The  firm  of  Pearson  Hunter  &  Co.,  accountants,  have  been  engaged  to  put  through  the  re-organization. 
To-day  Jan.  2,  19 — ,  they  infonu  Hamill  and  Walker  that  the  Letters  Patent  have  been  received  and 
that  they  are  ready  to  proceed.  For  the  purpose  of  securing  the  Letters  Patent,  Messrs  Pearson  and 
Hunter,  with  three  of  their  employees,  Peters,  Hall,  and  Jones,  have  subscribed  for  one  share  each.  Make 
the  entries. 


Entry  for  suhscriptioiis  for  iiicorporat'ion. 

Jan.  2 

^iih-.-rrihor.'^    oOO 

Srihscribed  Capital   Stock.  . 
As  per  Memo,  of  AgreemeiU 
Pearson,  1  share 100 


500 


Hunter,  1 

Peters,  1 

Hall,  1 

Jones,  1 


100 
100 
100 
100 


Jan.  2 

8000 

Accts.  Receivable I'jOO 

Bills  Eeceivahle 1000 

Goodvnll i-',00 

Accts.  Payable 

Hamill  and  Walker 

For  purchase  of  net  Assets  and 
Goodwill  of  their  business. 
Jan.  2 

Hamill  and  Walker    500 

Cash 

Cash  paid  as  per  AgreemejU. 


500 
12500 


500 


4.   Hamill  (fc  Walker 12000 

Subscribed  Capital  Stock.    .  12000 

For  120   shares    Capital    Stock 
issued  as  per  Agreement. 


Jan.  2 

Cash 

Subscribed  Capital  Stock. 

For  stock  issued  as  uTider  : 


7500 


7500 


J.  Rhodes,   36  shares. 
H.  Wilson,  25     " 
B.  Foster,    25     " 


2500 
2500 
2500 


Jan.  2 


6.   Cash 


500 


Subscribers 


500 


Cash  for  shares : 

Pearson,  1  share 100 

Hunter,   1      "      100 

Peters,      1      "      100 

HaU,         1      "      100 

Jcmes,       1      "      100 


Note. — The  cheque  given  by  the  company  to  Hamill  and  Walker  as  part  payment  would  be  endorsed  back  to  the 
company  in  iminent  of  the  organization  .shares.  These  shares,  together  with  the  120,  would  then  be  allotted  to  Hamill 
and  Walker  in  the  proportion  of  their  capitals,  and  the  certificates  would  be  issued  accordingly.  Or  better,  these 
shares  would  be  issued  to  the  original  subscribers  and  at  once  transferred  on  the  books  to  Hamill  or  Walker. 

For  exercise  see  page  126,  No.  1,  (a)  2,    No.  2,  (a)  2. 


CLOSING  THE  PARTNERSHIP  BOOKS 
Since  a  set  of  new  books  was  used  by  the  Company,  the  books  of  the  Partnership  should  be  properly 
closed  out  showing  the  change. 
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The  Jouriiiil  entries  for  closing  would  be  : 

1.  The  adjustments  in  value  should  first  he  entered 

in  this  case  for  Goodtvill. 

Goodwill 3o00 

Hamill 1500 

Walker 1000 

For  GoodiviU  as  per  agreement. 

2.  Close    all     asset    accounts    to    Realization    and 

Liquidation. 

Realization  and  Liquidation.  .    13000 

Mdse 8000 

Accounts  Receivable 1500 

Bills  Receivable 1000 

Goodwill 2500 

To  close  Asset  Accounts. 

S.   Close    Liahilify    Accounts    to    Realization   and 
Liquidatioii. 

Accounts   Payable 500 

Realization  and  Liquidation .  .  500 

To  close  Liability  Accoutit. 


i-  Jf..   Exchange  Net  Assets  for  Shares. 

Shares  in  Hamill  Grocery  Co. .  .    12000 

Realization  and  Liquidation  12000 

Exchange     of    Net     Assets    for 
Shares  in  Hamill   Grocery 
Co.  as  per  agreem.ent. 

■  5.    Cash 500 

Realization  and  Liquidation  500 

Cash  for  balance  of  Net  Assets 

6.  Hamill,  Capital    8500 

Walker,  Capital iOOO 

Shares  in  Hamill  GroceryCo.  12000 

Cash    500 

To  close  Capital  Accounts. 
Note. — When  the  firm  decided  to  re-organize  they 
prepared  a  statement  and  closed  tlieir  books  in  the 
usual  wa^'.  This  final  closing  is  merely  for  the  purpose 
of  putting  on  the  books  the  adjustment  and  exchange  of 
capital. 

For  exercise  see  pay e  126,  No.  1  («),    No.  2  (a). 
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I  Illustration  No.  3. — A  Partnersliip  re-organized  as  a  .loint  Stock  Company,  the  Company  continu- 
ing the  books  of  the  Partners. 

The  data  of  the  previous  illustration  may  be  used.  The  Partnership  books  would  show  the  standing 
of  the  business  as  before  the  agreement  with  the  company  was  entered  into. 

Then  to  change  the  following  entries  would  be  necessary  : 


1.  To  adjust  the  standing. 

Goodwill 2500 

D.  Hamill,  Capital 

R.  Walker,  Capital 

For  addition  of  Goodwill  as  per 
agreement. 

2.  For  organization  of  the  Company 
Subscribers 500 

Subscribed  Capital  Stock  .  . 
As  per  agreement 

Pearson,  1  share 100 

Hunter,   1     "      100 

Peters,      1     "       100 

Hall,        2     "      100 

Jones,       1     "      100 

3.  Exchange  of  Capital  for  Capital 

Stock. 

D.  Hamill,  Capita/ 8500 

R.    Walker,  Capital 4000 

Subscribed  Capital  Stock    .  . 

Cash   

For  Payment  fir  Net  A.tsets  arid 
Goodwill  as  per  agreement. 


1500 
1000 


500 


12000 
500 


Cash 

Subscribed  Capital  Stock.  .  . 

For  stock  issued  as  under  : 
J.  Rhodes j  25  shares ....    2500 

H.  Wilson,  25     "      2500 

'D.  Foster,  25     "      2500 


7500 


7500 


Payment  for  organize 

Cash 

Subscribers    .... 


shares. 


500 


500 


Cash  for  organizers'  shares 

Pearsoji,  1  share 100 

Hunter,    1       "      100 

Peters,      1       "     100 

Hall,         1       '■     100 

Jones,       1       "     100 

Note. — These  shares  would  be  paid  for  with  the 
cheque  issued  to  Hamill  and  Walker  and  returned  by 
them  endorsed  to  the  Company. 

The  shares  would  then  be  transferred  on  the  Transfer 
Register  and  on  the  Share  Ledger. 

For  exercise  see   vage   126,   No.  1  (6)  1,  2. 
No.  2  (6)  1,  2. 
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Paid-up  Capital,  The  General  Ledger  Accouxt. — If  Paid-up  Capital  is  to  be  used  as  the  General 
General  Ledger  account  the  entry  charging  subscribers  would  be  made  at  the  time  of  the  call,  not  at  the 
time  of  subscriptiim.  The  amount  would  be  the  amount  of  the  caU  only.  Other  entries  would  be  the 
same  as  when  Subscribed  Capital  Stock  is  used. 

Authorized  Capital  Stock — the  General  Ledger  Account. — If  Authorized  Capital  Stock  is  to 
be  u.sed  the  first  entry  at  subscription  would  be :  Unissued  Stock  Dr.,  Subscribere  Dr.,/Authoiized 
Capital  Stock  Cr.     Later  subscriptions,  Subscribers  Dr., /Unissued  Stock  Cr. 

'~—^  VALUATION  OF  ASSETS  ON  THE  SALE  OF  A  BUSINESS 

Three  distinct  bases  of  valuation  may  be  noted  ; 

1.  Original  co.st  or  sacrifice. — Cost  to  buy  or  make.  2.  Cost  of  duplication  or  replacement. — Current 
price.      3.   Capitalization  at  earning  power. 

The  first  and  second  may  differ  owing  to  the  swing  of  prices.  A  conservative  basis  of  valuation  is 
the  lower  of  these  two.  In  the  case  of  goods,  investment  securities  and  the  like  it  is  usually  stated  "  cost 
or  market  price,  whichever  is  lower."  As  to  fixed  assets  the  net  value  to  be  determined  is  the  difference 
between  cost  and  reserve  for  depreciation. 

The  tliird  method  is  sometimes  applied  to  the  valuation  of  a  business  as  a  whole.  Thus,  if  the 
annual  profits  amount  to  SI  2000  and  the  current  rate  of  interest  is  6  %,  the  capital  value  would  be 
•^200,000.  If  this  value  is  in  excess  of  actual  invested  assets  the  difference  must  be  made  up  b}'  gi^ang 
to  some  inmiaterial  asset  such  as  patent,  good\vill,  franchise,  etc.,  a  fictitious  value.  When  this  is  done 
and  capital  stock  is  issued  accordingly,  the  stock  is  said  to  be  watered. 

ISSUE  OF  STOCK  AT  A  PREMIUM 

Whether  at  organization  or  at  a  later  time,  stock  may  be  issued  at  a  premium  :  1.  To  strengthen 
the  position  of  the  business  by  creating  a  reserve.  2.  As  a  means  of  charging  new  subscribers  for  a  share 
in  the  pnjsperity  of  the  business.  The  premium  while  of  the  nature  of  a  profit  to  the  business  is  not 
carried  to  Profit  and  Loss  to  be  made  available  for  dividends,  but  is  first  classified  as  Premium  on  Shares 
and  i.s  then  carried  over  to  reserve.     It  is  a  capital  profit,  not  a  revenue  profit. 

Suppose  a  company  to  issue  100  shares  at  25  %  premium  the  entries  would  be : 


1.  Subscribers  Dr 12500 

Share  J'remiiim ^50Of 

Capital  Stock 10000 


Cash 

Subscribers . 


12500 


12500 


ISSUE  OF  STOCK  AT  A  DISCOUNT 

Generally  shares  may  not  be  sold  at  less  than  par.  In  Ontario,  mining  stock  may  be  so  issued. 
Thus,  suppose  a  mining  company  to  issue  10000  shares,  par  value  Si,  at  60  cents  a  share,  the  entries 
would  be  : 


1.   Subscrilers 6000 

Disc,  off  Shares 4OOO 

Capital  Stock    10000 


Cash <i000 

Subscribers   6000 
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The  share  discount  should  not  be  entered  as  an  iisset  on  the  balance  sheet,  but  should  be  shown  as  a 
deduction  from  capital.  It  may  be  left  on  the  books  as  Goodwill  is  in  company  accounts,  but  it  is  perhaps 
better  to  write  it  off  (a)  Out  of  Reserve,  or  out  of  Capital.  (6)  Out  of  Profits,  just  as  Preliminary 
expenses  are  written  off, — spread  over  a  number  of  years. 


TREASURY  STOCK 

It  sometimes  happens,  as  in  the  case  of  a  development  company,  that  the  capital  stock  issued  is  allotted 
to  the  promoters  of  the  company  in  exchange  for  the  property  to  be  developed.  To  secure  working 
capital  the  shareholders  then  donate  to  the  company  a  certain  number  of  shares  to  be  sold  to  the  public. 
Such  shares  are  known  as  Treasury  Stock.  It  is  fully  paid-up  stock  and  may  be  put  on  the  market  at 
any  price. 

Any  discount  on  such  stock  should  be  charged  to  the  account  for  which  the  stock  was  donated.  It 
would  be  held  for  the  company  by  a  trustee,  and  would  be  entered  through  the  share  ledger  in  his  name. 

Illustration. — Holders  of  stock  S500000  donate  10%  of  their  holdings  to  the  company  to  provide 
funds  for  development. 


Entries  : 

1.  Treasury  Stock 50000 

Workituj  Capital 50000 

For  donation  hy  Sharefuilders 


Cash 7500 

Workiny  Capital 2500 

Treasury  Stock WOOD 

For  sale  of  Treasury  Stock  at  75 


VARIOUS  CLASSES  OF  SHARES 

While  most  companies  have  only  one  class  of  stock,  "Common"  or  "Ordinary"  stock,  there  are  those 
which  have  other  classes  as  "Preference"  stock  ranked  in  degree  as,  "First,"  "Second,"  etc.  Such  stock 
may  be  preferred  as  to  :  1 .  Dividends.  2.  Priority  of  claim  on  assets.  3.  Voting  power.  The  claim  for 
dividends  up  to  the  rate  stipulated  would  only  carry  over  from  year  to  year  if  the  stock  were  described 
as  "Cumulative  Preference."  Liability  for  arrears  of  dividends  on  this  should  appear  as  a  footnote  to 
the  balance  sheet,  or  as  a  note  in  connection  with  the  capital  concerned. 

Under  both  the  Dominion  Companies  Act  and  the  Ontario  Companies  Act,  stock  of  no  par  value 
may  now  be  issued.     Such  stock  is  fully  paid  up  and  non-assessable  and  all  shares  are  of  equal  value. 


FORFEITED  SHARES 

When  a  shareholder  fails  to  pay  a  call  in  the  manner  provided,  the  directors  may  declare  such  shares 
forfeited.  The  forfeited  shares  become  the  property  of  the  company  and  they  may  be  cancelled  or  sold 
at  such  price  as  may  be  decided  upon  by  the  directors.  The  amount  paid  on  such  shares  becomes  a  profit 
to  the  company,  to  be  modified  by  any  discount  on  these  shares  or  any  of  them  resold.  The  profit  may 
be  closed  to  Loss  and  Gain  account  or  may  be  carried  to  reserve. 

Example. — Adam  Smith  subscribed  for  100  shares  in  Imperial  Factories  Limited,  par  value  $100. 
He  paid  the  first  call  of  20%  but  failed  to  pay  the  second  call  of  20%,  and  his  stock  was  declared 
forfeited.  Later  80  shares  of  this  stock  were  sold  to  H.  Brown  as  40%  paid  up  on  the  payment  of  $30 
a  share.     The  remaining  20  shares  were  cancelled. 
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Entries : 
Subscribers 10000 

Capital  Stock 10000 

Cash 20000 

Subscribers 20000 

Forfeited  Shares 10000 

Subscribers 8000 

Fro/it  on  Forfeited  Shares.  .  2000 


Subscribers 7200 

Profit  on  Forfeited  Shares ....        800 

Forfeited  Shares 8000 

Cash 7200 

Subscribers 7200 

Capital  Stock 2000 

Forfeited  Shares 2000 


ORGANIZATION  EXPENSES 

Especially  upon  the  formation  of  a  large  company  certain  expenses  are  likely  to  arise  such  as  will  not 
occur  again,  e.g.  Fee  for  Charter,  Promoter's  fee.  Preparation  of  Prospectus,  Advertising,  Commission, 
etc.  connected  with  the  sale  of  shares,  clerical  a-ssistance. 

These  expenses  have  no  special  reference  to  the  first  year's  operations  and  could  not  faij-lv  be  charged 
against  the  first  year's  profits.  They  should  be  entered  as  "  Organization  Expenses "  and  should  be 
written  oif  out  of  profits  during  the  first  years  of  the  company's  life.  In  the  meantime  they  appear  as  an 
asset  on  the  books. 

Increase  of  Capital. — After  90%  of  the  authorized  capital  has  been  subscribed  and  50%  paid 
thereon,  steps  may  be  taken  to  increase  the  capital  of  a  company.  The  usual  entries  made  upon  the  issue 
of  stock  would  be  necessary. 

Reduction  of  Capital. — The  capital  of  a  company  may  be  reduced  : 
i.   By  reducing  the  liability  on  unpaid  shares. 

ii.  By  cancelling  share  capital  lost  in  the  course  of  business. 

iii.  By  paying  oiT  any  share  capital  in  excess  of  need. 

The  second  method  above  is  the  most  common  and  an  example  may  be  given.  A  Company  having  a 
capitaf  of  250000  has  an  accumulated  debit  to  Profit  and  Loss  amounting  to  S75000.  It  is  decided  to 
reduce  the  capital  stock  to  8 1 50000.     What  entries  should  be  made  ? 


1.  Capital  Stock  Dr 100000 

To  Reserve 100000 


For  reduction  of  Capital  as  per 


2.  Reserve,  Dr   75000 

To  Profit  and  Loss 75000 

To    close    Profit    and    Loss 
Supplementary  Letters  Patent.  I  Account. 

The  old  certificates  held  by  shareholders  should  be  returned  to  the  company  and  new  ones  for  the 
decreased  amounts  Lssued  in  place  thereof.  Each  shareholder  should  be  charged  pro  rata  in  the  Share 
Ledger  with  his  share  of  the  reduction.  Fractional  parts  of  shares  arising  should  be  transferred  to  a 
trustee  for  the  company  tiU  disposed  of.     The  proceeds  shovdd  be  distributed  to  the  shareholders  concerned. 

APPROPRIATION  OF  PROFITS 

In  company  accounts  Profits  are  not  carried  to  the  proprietoi's'  accounts  as  they  are  in  Partnership 
accounts,  but  they  are  disposed  of  as  may  be  determined  by  the  directoi-s.  They  may  be  used  among  other 
things.  L  To  provide  di\-idends  for  shareholders.  Profits  actually  paid  out  to  them  in  the  proportion  of 
shares  held.  2  To  create  a  reserve  which  may  be  utilized  for  the  purpose  of  equalizing  the  rate  of  dividend 
year  by  year.  3.  To  create  a  reserve  to  strengthen  the  position  of  the  Company.  4.  To  write  off 
Goodwill,  organization  expenses,  eto. 

The  net  profit  for  the  year  would  first  be  found  in  the  usual  way,  making  all  necessary  allowance 
for  loss  by  bad  debts,  depreciation  of  buildings,  furniture,  etc,  and  this  balance  of  net  profit  would  be 
carried  down  to  an  Appropriation  of  Profits  account.     This  would  then  be  distributed  by  the  entry. 
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Appropriation  of  Profits  Dr. 

Dividend  Ko.    1  Cr. 

Reserve  Cr. 


t 


V- 


Organization  Expenses      Cr.  ■    . ,  ( 

Etc.  ! 

The  remaining  balance  would  be  brought  down  in  Appropriation  of  Profits  account. 
The  dividend  might  most  conveniently  be  transferred  to  a  separate  bank  account  and  cheques  drawn 
on  this  account  to  pay  shareholders.  .  -1\  ^ 

Dividend  No.  1  Dr.  j  -I  > 

Bank  Cr. 

STOCK  DIVIDEND 

A  dividend  is  sometimes  paid  by  an  issue  of  Capital  Stock  instead  of  by  a  payment  in  cash.  The 
dividend  would  be  provided  for  in  the  usual  jvay.  The  entry  for  payment  would  become  Dividend  No.  1 
Dr., /Capital  Stock  Cr. 

EXERCISE    ON   OPENING   JOINT    STOCK    COMPANIES'    BOOKS 

1.  J.  Gray  and  T.  Hall  own  a  Dry  Goods  business  with  Stock,  S7000  ;  Xot«s  Receivable,  §600  ; 
Accounts  Receivable,  §1200:  Accounts  Payable,  IfiOQ-  Of  the  net  capital,  $5000  belongs  to  Gray, 
I^^OO  to  Hall.  They  organize  a  Joint  Stock  Company,  with  capital  $14500  in  145  shares  of  $100  each. 
Thev  are  joined  by  R.  Scott,  J.  Plant  and  C.  Doyle,  who  take  20  shares  each,  agreeing  to  pay  for  them 
in  cash.  The  goodwill  of  the  business  is  valued  at  $1200,  and  the  partners  agree  to  a  reduction  of  10% 
in  the  value  placed  on  their  stock  of  goods  ;  fully  paid-up  shares  are  then  to  be  issued  for  the  value  of 
the  business  as  thus  adjusted. 

If  Gray  shares  f  and  Hall  f  in  all  gains  and  losses,  make  the  necessary  entries, 
(o)  1.     For  closing  the  old  books  of  the  firm. 

2.     For  opening  a  new  set  of  books  for  the  company. 
(6)    1.     For  adjusting  the  capital  between  Gray  and  Hall  in  the  old  books. 

2.     For  the  conversion  into  a  company  using  the  old  books.  ^ 

2.  W.  Ross,  R.  Score  and  C.  Rogers  own  a  Grocery  business,  with  capital  $20000,  consisting  of 
Stock,  $15000;  Furniture  and  Fixtures,  $500;  Notes  on  hand,  $1800;  Accounts  Receivable,  $6700; 
Accounts  Payable,  $4000,  of  which  Ross  owns  $8000,  Score  $8000,  Rogers  $4000.  They  share  gains 
and  losses  in  proportion  to  capital.  They  organize  a  Joint  Stock  Company,  with  capital  $25000  in 
250  shares  of  $100  each,  and  take  in  two  of  their  salesmen  as  shareholders,  with  20  shares  each,  to  be 
paid  for  in  cash.  The  goodwill  of  the  business  is  valued  at  $1500,  2%  is  allowed  on  Accounts  Receivable 
and  Bills  Receivable  for  bad  debts,  5%  depreciation  on  Furniture  and  Fixtures,  and  10%  on  Stock. 
When  this  adjustment  has  been  made,  fully  paid-up  shares  are  to  be  issued  for  the  net  capital  of  the 
partners,  cash  being  given  for  the  fractional  part  of  a  share  in  each  case. 

(a)   1.     Make  the  entry  for  closing  the  books. 

2.     Make  the  entry  for  opening  the  new  books  of  the  company. 
(6)    1.     Make  the  entry  for  adjusting  the  capital  of  the  partners  in  the  old  books. 

2.     Make  the  entry  for  changing  the  books. 

3.  G.  Slater,  H.  Sims,  J.  Taylor,  R.  Underwood  and  A.  Wallace  form  a  Real  Estate  Company, 
with  Capital  Stock  $250000,  in  25000  shares  of  $10  each.  They  already  have  equal  interests  in  a 
property  valued  at  $65000,  and  they  purchase  from  J.  Weir  an  adjoining  property  valued  at  $25000, 


BOOKKEEPING  127 

which  is  to  be  paid  for  in  fully  paid  shares  of  the  company.  They  take  to  themselves  13000  shares, 
half  of  which  they  pay  for  in  organization  expenses  ;  the  other  half  by  the  property  they  hold  and 
which  they  now  transfer  by  deed  to  the  company.     The  remaining  shares  are  unsold. 

Three  months  later,  to  secure  working  capital,  they  sell  2000  shares  at  $8  a  share. 

At  the  end  of  the  year  they  declare  a  dividend  of  5%  and  pay  it  in  cash. 

Next  year  they  sell  2500  .shares  at  $15  a  shaie. 

At  the  end  of  the  year  they  again  declare  a  dividend  of  5%,  and  set  aside  S5000  as  a  reserve  fund 
and  S5000  to  reduce  organization  expenses. 

Make  the  Journal  entries  necessary  to  record  the  above  transactions. 

4.  The  firm  of  Rogers  and  Cummings,  in  which  the  partners  share  equally,  was  incorporated  as  a 
Joint  Stock  Company  with  an  authorized  capital  of  $200000,  consisting  of  2000  shares  of  $100  each. 
The  resources  of  the  partnership  were  as  follows  :  Goods  on  hand,  $30000 ;  Notes  Receivable,  $3600 ; 
Accounts  Receivable,  $7000  ;  Real  Estate,  $20000.  The  liabilities  were  as  follows  :  Notes  Payable, 
$3000.  It  is  agreed  that  each  partner  shall  receive  fully  paid-up  stock  for  the  amount  of  his  'present 
worth,  after  allowiug  a  depreciation  of  10%  on  bills  receivable  and  accounts  receivable  for  possible  loss 
in  collecting.  The  amount  due  e^ch  partner  for  any  portion  of  a  share,  to  be  paid  in  cash.  The  following 
shares  were  subscribed  and  a  first  call  of  50%  was  paid  in  cash  :  T.  R.  Mann,  150  ;  A.  D.  Robb,  300- 
AV.  Home,  36. 

(a)  Give  the  necessary  entries  to  change  the  present  books  of  the  partnership. 

(6)  Give  the  necessary  entries  to  open  an  entirely  new  set  of  books  for  the  company. 

5.  A  joint  stock  company  is  formed  to  manufacture  an  article  for  which  they  have  secured  a  patent. 
The  capital  is  $150000  in  shares  of  $100  each.  The  inventor  gets  $40000  paid-up  stock  for  his  patent, 
the  promoter  gets  $10000  paid-up  stock  for  his  services,  half  the  remainder  of  the  stock  is  subscribed 
and  paid  for  in  cash.  Later  in  the  year  half  the  remaining  stock  is  sold  at  $110.  At  the  end  of  the 
year  the  profits  are  $18000.  The  directors  declare  a  dividend  of  6%  on  capital,  and  distribute  $1000  of 
profit  as  a  bonus  to  their  employees.     The  rest  of  the  profits  are  set  aside  as  a  reserve. 

Make  the  necessary  Journal  entries. 

6.  Henry  Adams  owns  a  flour  mill.  He  disposes  of  it  to  the  Adams  Milling  Co.,  which  has  been 
organized  with  a  capital  of  $60000,  in  600  shares  of  $100  each.  The  property  includes  Land,  $25000  ; 
Buildings,  $8200;  Machinery,  $15200;  Flour,  etc.,  on  hand,  $9500;  Oflice  Furniture,  $250.  For  the 
above  assets,  Adams  is  to  receive  500  fully  paid-up  shares,  and  the  company  assumes  a  mortgage  of  $8150 
on  the  land  mentioned  above. 

The  other  shareholders  are  C.  Graham,  S.  Green,  K.  JIann,  A.  M.  Smith,  and  D.  Watson,  who 
subscribe  for  20  shares  each,  and  pay  for  them  in  cash. 

Make  the  necessary  Journal  entries  for  opening  the  books  of  the  company. 

7.  The  Ontario  Furniture  Co.,  Limited,  is  organized  with  an  authorized  capital  of  $150000,  in  1500 
shares  of  $100  each.  The  company  takes  o\er  the  business  of  T.  Brown  &  Co.,  whose  standing  is  as 
follows:  Assets,  Cash,  $2200;  Furniture  on  hand,  $36000;  Plant,  $25400;  Real  Estate,  $18400; 
Accounts  Receivable,  $10280;  Bills  Receivable,  $9620;  Furniture  and  Fixtures,  $1900.  Liabihties : 
Bank  overdraft,  $7400;  Notes  Payable,  $6300;  Accounts  Payable,  $4200;  Reserve  for  Bad  Debts, 
$1800.     T.  Brown's  Capital,  $53250;  D.  Houston's  Capital,  $16925;  R.  Mason's  Capital,  $13925. 

The  three  partners  are  to  receive  fully  paid-up  stock  for  the  amount  of  their  capital,  the  fractional 
part  of  a  share  being  paid  for  in  cash  in  each  case.  J.  H.  Miller,  who  has  assisted  in  organizing  the 
company,  is  to  have  50  shares  for  his  services.  Of  the  remaining  stock,  300  shares  are  sold  at  110  and 
paid  for  in  cash,  and  the  balance  is  held  for  sale  at  a  future  date. 

Make  the  entries  necessary  for  opening  the  new  books  of  the  company. 


MANUFACTURING  ACCOUNTS 

Manufacturing  accounts  diiFei'  from  trading  accounts  mainly  in  the  record  of  the  items  which  enter 
into  the  cost  of  the  goods  up  to  the  point  where  they  are  ready  to  be  placed  on  the  market 

In  a  trading  business  we  found  these  items  to  be  such  as  : 

1.  The  invoice  price  of  the  goods.  3.     Carriage  inwards. 

2.  Any  additional  charges  for  boxes,  4.     Duty. 

packing,  etc.  5.      Marine  insurance. 

In  a  manufacturing  business  we  find  items  such  as  : 

1.  Raw  material.  4.  Tools. 

2.  Wages.  5.  Freight. 

3.  Plant  and  machinery.  ■                6  Duty,   etc. 

To  record  these  satisfactorily,  it  will  be  necessary  to  adjust  the  accounts  and  other  records. 

RAW  MATERIAL 

The  purchases  may  be  altogether  of  raw  material,  or  they  may  be  partly  of  raw  material  and  partly 
of  manufactured  goods.  In  any  case,  a  Material  account  should  be  kept  in  the  Ledger,  and  a  Material 
Purchase  book  should  be  kept,  either  as  a  separate  book  or  as  a  special  column  in  the  General  Purchase 
book. 

Freight  and  Duty  may  be  recorded  in  separate  accounts,  which  should  be  closed  to  the  Material 
account  at  the  end  of  the  year,  or  these  accounts  may  be  dispensed  with  by  entering  the  amount  of 
freight  and  duty  upon  the  face  of  the  invoice  before  making  the  entry  in  the  Pui'chase  book  In  case 
the  Purchase  book  has  special  columns  for  departments,  the  freight  and  duty  should  be  entered  on  the 
invoice  properly  distributed  to  the  departments.     A  rubber  stamp  may  be  used  to  facilitate  this  work. 

The  Material  account  will  be  charged  with  the  material  on  hand  at  beginning,  and  with  the 
purchase  of  material,  including  freight  and  duty,  either  directly  or  through  separate  accounts.  It  will 
be  credited  with  rebates,  allowances,  and  returns,  and  at  closing  with  the  inventory  of  material  at  the 
end  of  the  year.  The  difference  between  the  two  sides  of  the  account  will  give  the  cost  of  material  used, 
and  this  amount  should  be  entered  to  close  the  account,  and  then  carried  down  to  the  debit  side  of 
Manufacturing  account. 

MANUFACTURING  ACCOUNT 

The  Manufacturing  account  will  be  charged  with  the  cost  of  material  used,  as  shown  in  the  Material 
account;  the  wages  of  workmen,  foremen  and  superintendents,  as  shown  in  the  Wages  accounts,  and 
with  such  items  as  may  be  classed  as  factory  expenses — namely,  heat,  light  and  power,  taxes  on  factory, 
depreciation  of  factory,  tools,  and  machinery,  rent  of  factory. 

This  account  will  then  show  the  factory  cost  of  the  goods  manufactured,  and  it  should  be  closed  into 
the  Trading  account. 
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TRADING  ACCOUNT 

The  Trading  account  will  be  debited  with  the  value  of  manufactured  goods  on  hand  at  beginning; 
the  cost  of  goodis  manufactured,  as  shown  by  the  Manufacturing  account;  the  cost  of  manufactured 
g(X)ds  purcliased  during  the  year,  as  shown  by  the  purchase  book,  together  with  freight,  duty,  and  other 
charges  on  such  goods,  and  with  rebates  and  allowances  off  sales.  It  will  be  credited  with  the  amount  of 
the  sales  for  the  year,  and  with  allowances,  rebates,  and  returns  from  purchases.  At  closing,  it  will  be 
credited  with  the  inventory  of  manufactured  goods  on  hand  at  the  end  of  the  year,  and  it  will  then  be 
closed  \Wth  the  gross  profits  on  trading,  which  amount  will  be  transferred  to  the  Loss  and  Gain  account. 

The  Trading  account  may  be  divided  into  three  sections  :  Purchases,  Sales,  and  Inventory,  as  was 
done  in  the  accounts  of  a  trading  business.  Only  by  so  doing  can  Net  Purchases,  Net  Sales,  and  cost 
of  the  goods  sold,  be  shown. 

WAGES 

The  record  for  wages  consists  of  two  parts,  the  Time  Sheet  and  the  Pay  Roll,  and  the  method  of 
dealing  with  these  varies  greatly  with  the  size  and  character  of  the  business.  Three  typical  methods 
may  be  mentioned. 

A  Time  Book  is  used.  Whether  a  small  book  in  the  hands  of  the  foreman  of  each  department,  or 
a  general  one,  entered  up  by  a  time  clerk,  is  used,  the  principle  is  the  same.  The  time  book,  which 
records  the  hours  of  work  of  each  employee  for  each  day,  is  totalled  at  the  end  of  the  week  or  pay 
period,  and  the  total  for  each  employee  is  transferred  to  the  pay  roll  and  extended  at  his  rate  of  wages. 

A  Time  Card  is  used.  Each  employee  is  given  a  card  covering  the  time  between  dates  of  payment, 
and  his  time  each  day  is  registered  on  the  card,  frequently  by  means  of  a  Time  clock.  From  these  cards 
the  time  for  the  week  is  transferred  to  the  pay  roll. 

In  some  large  factories  a  clock,  such  as  the  "  Dey  "  Time  Register,  is  used,  which,  in  addition  to 
recording  the  times  of  the  arrival  and  departure  of  each  emplovee,  produces  at  the  end  of  the  week  a 
wages  sheet  which  may  be  totalled  and  extended  at  the  rates  of  wages  paid. 

When  it  is  necessary  to  find  cost  by  the  job  or  contract,  the  record  must  show  not  only  the  work- 
man's time,  but  also  what  job  or  contract  he  was  employed  upon,  and  in  some  instances  the  nature  of 
the  work  as  well.  In  such  cases  the  card  is  the  convenient  method  of  record,  and  it  may  be  necessary 
to  use  both  sides,  as  shown  in  the  illustration,  page  131,  also  page  151/.  J  ,      >   /      .'.:.■ 


Form  of  Time  Book 


Biscuit  Departmem 

Jan.  RohertKOH.  Foreman 

Time-sheet  for  the  half-month  ending 

No. 

Namk                   Occlp.«tios 

— 

— 

— 

] 

— 

— 

— 

— -- 

Total 

Dixon,  R.      - 

Elliott,  0.      ■ 

Wright,  R.     ■ 

Davis,  P.       - 

1 

:, 

Jones,  T. 

Ballard,  P.   - 

1 
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TIME    CARD 


JOB    CARD 


Week  e 
yo 

idiiiii 

1'' 

])AV 

In 

Lost  or 
Overtime 

Out 

F. 
S. 
S. 
M. 
T. 
W. 
T. 

A.M. 
P.M. 

A.M. 

P.M. 

A.M. 

P.  M. 

A.M. 
P.M. 

A.M. 

P.M. 

A.M. 

P.M. 

A.M. 

P.M. 

Regular  time ,        Hrx. 

Overtime..                                Hrs. 

Total                          Hrs. 

Rate  Total  Wages        

Xo 

Job  0 

■der  Xc 
Wages 

otai  ir 

@ 

I)AV 

In 

Lost  ok 

OVKKTIJIK 

Ol-t 

F. 

8. 
S. 
M. 
T. 
W. 
T. 

A.M. 

P.M. 

A.M. 

P.M. 

A.M. 

1-,  M. 

A.M. 
P.M. 

A.M. 

P.M. 

A.M. 

P.M. 

A.M. 

P.  M.     ' 

Foreman,  s  initials 

8  =^  ^ 


fe    S    I' 


.SCO) 
!-      C      aj 


a  =?  o 


k'C   s^   -:S^  9   0:1: 


5P-=  ^  t  =  ;s  . 


o^;.m   d   53-2   c^js   ^ 


BOOKKEEPING 


131 


Par  Roll  f. 

The  Oxtakk)  Ijisclit  Compaxv,   Limitkd 

Xo. 

Dbpt. 

1 

Rate 
OF  Wages 

Remarks 

Xame 

OccrPATioN               Time 

Hr. 

TOTAL 

Gen. 

Student 

Smith,  Wm. 
Dutllop,  Mary      -      - 
Ges.  Wages  -     ■ 

Accouvtajit     -          -  1 
Asffistant         -      -      - 

ifo. 
Mo. 

iri. 

- 

Dr.         ....     - 
Foreman     .... 

1 

3 

4 

5 
6 

8 
9 
10 
11 

IS 

Biscuit 

COXF. 

Robertson,  Jos 
Dixon,  R.   ■ 
Elliott.  G.  - 
Wright,  R. 
Daris,  P.    - 
Jones,  T.     - 
Ballard,  P. 

- 

Mo. 

BiscriT  Wages   -       1  I>r. 

Barker,  Henry 
Cameron,  C.    -     -     ■ 
Letois,  R.    -     -     -     ■ 
Forbes,  J.    -     -     -     - 
Hall,  K.     -     -     -     - 
Howell,  J.  H.       -     - 
Rhodes,  T.- 
Cosr.  Wages-     - 

Fraser,  J.  -     -          - 
Box  AND  Shipping  ■ 

Churchill,  A.  ■     -     - 
Summers,  E.    ■     -     - 
Salesmen's  Wages  - 

Foreman     .... 

Dr. 

Shipper 

Dr. 

Dr. 

Cash  Cr.      .... 

b 

Shipping 





"^ 

Seixing 

Wages  Chequ 

E 

The  wages  are  posted  directly  from  the  cash  book  to  the  wages  account  or  accounts  in  the  ledger 
and  these  accounts  are  closed  to  ^Manufacturing  account  if  they  represent  wages  of  manufacturing,  and 
to  the  Profit  and  Loss  account  if  they  represent  wages  of  selling  or  administration. 

PLANT  ACCOUNT 
This  account  \vill  be  charged  with  the  cost  of  Building  and  Machinery  used  in  manufacturing, 
and  with  any  capital  additions  made  thereto.  It  will  be  credited  with  the  value  of  the  buildings  and 
niachineiy  at  the  close  of  the  period,  a  certain  percentage  usually  being  deducted  for  depreciation  by 
wear  and  use.  Tlie  account  should  then  be  closed  to  Manufacturing  account.  In  case  the  building 
or  machinery  or  lx>th  are  rented,  the  rent  .should  be  charged  to  Manufacturing. 


If  a  large  number   of    tools    are    used,   it    is    better  to 
Manufacturing  accoimt. 


keep  a  separate  account,  and  close   it   to 


,A' 
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RESERVES 

The  source  of  all  reserves  is  profits.  This  does  not  mean  that  we  find  net  profits  before  we  begin  to 
set  aside  any  amounts  as  reserves.  Reserves  are  of  various  kinds  and  are  pro\'ided  for  in  various  ways 
and  at  various  stages  of  the  work.     Careful  attention  should  be  given  to  the  meaning  of  terms  used. 

1.  Surplus.     The  surplus  is  the  sum  by  which  the  assets  exceed  the  liabilities  and  the  paid  up  capital. 

2.  Reserve.     A  reserve  is  a  sum  set  aside  out  of  profits  for  some  specific  purpose. 

(a)  A  reserve  is  not  necessarily  a  surplus.  Thus  a  reserve  for  depreciation  of  buildings  may  be 
only  sufficient  to  cover  actual  depreciation.  Such  a  reserve  is  merely  a  charge  against  revenue 
sufficient  to  cover  actual  loss  by  use  of  the  buildings.  Similarly  a  reserve  for  bad  debts  is  simply 
a  charge  against  revenue  sufficient  to  cover  anticipated  losses  by  failure  of  customers. 

(b)  A  true  reserve  is  an  available  surplus,  that  is,  it  can  be  got  at  when  wanted.  Every  reserve, 
shown  in  a  reserve  account  is  not  a  true  reserve.  It  may  not  be  i.  Real.  ii.  Available. 
Thus  in  the  following  statement  : — 


ASSJiTS 

Property 77500 

Furniture 500 


LIABILITIES 

Capital  50000 

Debentures 20000 

Bank  overdraft   6500 

Reserve  Fund 1000 


The  nominal  reserve  here  represents  at  most  only  a  slight  reduction  in  the  Bank  overdraft. 
It  is  not  real,  nor  is  it  available,  for  the  assets  are  all  fi^ed. 
(c)  A  secret  or  hidden  reserve  is  sometimes  created  by  carrying  assets  at  less  than  actual  value  or 
setting  aside   a  reserve  which  much  more  than  covers  depreciation.     Such  a  reserve  is  not 
favoured  by  accountants. 

i.  It  prevents  a  fair  statement  of  standing. 
ii.  It  affects  the  amount  of  dividends  and  the  price  of  shares  usually  unfairly,  for  it  is  an 

unknown  quantity. 
Hi.  It  may  be  set  aside  to  pro\-ide  for  special  losses  which  are  hidden. 
{d)  When  and  how  created. 

Assets  used  by  the  business  suffer  loss  by  reason  of  such  use.  Repairs  and  renewals  are,  oi 
course,  charged  as  expenses  and  are  paid  for  out  of  the  year's  income.  But  in  addition  to  this 
the  asset  itself  will,  in  the  course  of  time,  have  to  be  replaced.  The  cost  of  replacement  should 
be  spread  over  the  life  of  the  asset.  This  is  done  by  charging  against  each  year's  revenue  sucii 
an  amount  as  wOl  provide  for  the  replacement  of  the  asset  at  the  expiration  of  its  life  of  service. 
The  amount  is  set  aside  in  a  Reserve  for  Depreciation  account.  Thus,  depreciation  of  Plant 
should  be  entered  Manufacture  Overhead  Dr.,/Reserve  for  Depreciation  of  Plant  Cr.,  or  Manu- 
facture Expense  Dr., /Plant  Account  Cr. 

In  the  same  way  accounts  arising  out  of  the  year's  trading  may  not  be  collected  in  full. 
The  loss  should  be  borne  by  the  year  which  gave  rise  to  the  accounts.  Hence,  a  reser\'e  t<> 
meet  such  possible  loss  is  charged  against  the  year's  income  and  set  aside  in  a  Reserve  for  Bad 
Debts  account.     Journal  entry  :  Administration  Expense  Dr., /Reserve  for  Bad  Debts  Cr. 

Similarly  there  may  be  reserve  for  other  contingencies  which  will  have  to  be  provided  for, 
but  the  amount  of  which  is  not  known,  as  accidents,  legal  charges,  and  the  like. 
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All  such  reserves  should  appear  in  the  expenses  of  the  year  and  be  charged  against  revenue 
Where  possible  they  should  appear  in  the  balance  sheet  as  a  deduction  from  the  value  of  the 
asset  to  which  they  relate. 
Other  reserves  are  set  aside  : 

i.   For  the  equalization  of  dividends. 
ii.    For  the  accumulation  of  capital. 
Hi.  To  meet  bonds  accruing  due  at  some  future  date. 

Such  reserves  are  not  chargeable  as  expenses  for  any  year.     They  are   appropriations  of 
profits — accumulations  of  capital,  ear-marked  for  specific  purposes. 

Such  reserves  are  entered  :   Appropriation  of  Profits  Dr., /Reserve  for ^  Cr. 

3.  Reserve  Funds.  Reserves  set  aside  to  pay  bonds  accruing  due  or  to  replace  buildings,  machinery, 
and  the  like,  should  be  not  only  real  but  available.  For  this  purpose  some  asset  or  assets  should 
be  earmarked  to  correspond  with  the  reserve.  Thus  a  Sinking  Fund  Reserve  is- created  to  provide 
for  payment  of  bonds.  Cash  should  be  invested  in  securities,  or  it  should  be  deposited  in  an 
account  which  will  accumulate  year  by  year  as  the  ReseiTe  accumulates,  so  that  there  is  on  the 
books  a  Sinking  Fund  account  to  correspond  ^vith  the  Sinking  Fund  Reserve.  The  entry  for  the 
accumulation  of  interest  on  such  an  account  would  be  : 
Sinking  Fund  Asset  Dr., /Sinking  Fund  Resei-ve  Cr. 

Entry  for  setting  aside  the  reserve — Appropriation  of  Profits  Dr., /Sinking  Fund  Reser\e  Cr. 
Entry  for  earmarking  the  asset — Sinking  Fund  Asset  Dr., /Bank  Cr.  ^, 


DEPRECIATION 

Depreciation  is  a  term  used  in  accountancy-  ti)  represent  the  shrinkage  in  value  of  an  asset.      It  may- 
be due  to  such  causes  as  : 


,   2.  T 

V  V 


1.   Use  and  wear  of  the  asset,  as  buildings,  machinery,  etc. 
The  mere  passage  of  time  as  a  leasehold. 

jDbsolescence,  as  when  a  new  deface  or  a  new  method  replaces  an  old  one. 

Inadequacy. — Hea\'ier  and  better  machinery  may  require  more  power,  and  a  more  substantial 
building. 

Repairs  and  renewals  must  in  any  case  be  charged  against  the  year's  revenue.  But  in  addition  to  this 
provision  must  be  made  to  replace  the  asset  when  it  can  no  longer  be  used.  A  machine  must  be  kept  up 
to  a  fair  degree  of  efficiency  or  it  cannot  stand  up  against  competition.  It  may  have  a  sci-ap  value  when 
it  must  be  discarded.  Both  the  scrap  value  and  the  probable  life  of  the  as.set  enter  into  the  amount  of 
It-serve  to  be  set  aside  to  cover  depreciation.  Further  in  considering  the  life,  the  possibiUty  of  obsolescence 
and  of  inadequacy  must  be  considered. 

On  the  balance  sheet  depreciation  should  be  shown  as  a  deduction  from  the  asset,  but  on  the  books 
it  may  be  shown  either  : 

(a)  In  the  same  account  with  the  asset,  giving  a  reducing  value  year  by  year. 

(6)  In  a  separate  account  showing  the  accumulation  of  ths  reserve.  This  method  shows  the  capital 
value  of  the  asset  a.s  acquired,  and  the  corresponding  growth  of  the  reserve  in  a  way  that  makes  it 
very  easy  to  check  them,  whatever  method  is  used  for  calculation  of  depreciation.  The  capital 
value  may,  of  course,  be  increased  by  additions,  or  extensions,  but  only  if  they  are  of  such  extent 
as  to  increase  the  productive  capacity  of  the  asset. 
Various  methods  of  calcidating  depreciation  have  been  adopted  : 
1.   Fixed  percentage  basis. 
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a.  A  flat  rate  covering  the  life  of  the  plant,  e.g.  life  of  plant,  10  years.  Scrap  value,  zero.  The 
rate  would  be  10%  per  year.     This  is  sometimes  referred  to  as  the  "Straight  line  method." 

h.  A  reducing  balance  method.  The  life  of  the  plant  and  the  scrap  value  are  estimated,  then  such 
a  percentage  would  be  struck  as  taken  on  the  reducing  balance  year  by  year  would  reduce  cost 
to  scrap  value  in  the  life  of  the  asset. 

2.  Sinking  Fund  Method.  In  this  method  such  an  amount  is  set  aside  each  year  as  would  at  a 
given  rate  of  interest  accumulate  during  the  life  of  the  asset  to  the  total  depreciation.  This 
method  is  most  convenient  when  a  fund  is  being  accumulated  to  replace  the  asset. 

3.  Production  Method.  This  method  applies  particularly  to  machinery,  and  especially  to  such 
machinery  as  may  be  expected  to  perform  a  certain  number  of  operations,  or  turn  out  a  certain 
number  of  units.  The  total  depreciation  would  be  spread  over  the  number  of  units  or  operations 
as  the  case  might  be. 

DEFERRED  AND  ACCRUED  ITEMS 

Deferred  charges  such  as  rent,  and  insurance  paid  in  advance,  and  accrued  items  such  as  interest  on 
mortgage,  and  on  interest  bearing  bills  have  already  been  dealt  with.  Two  aspects  of  such  items  require 
further  consideration. 

1.  In  closing  the  books  these  items  have  not  been  journalized.  They  have  been  entered  as  balances 
in  the  respective  accounts  and  brought  below  the  ruling  to  continue  the  work  of  the  next  period. 
Some  prefer  to  journalize  these  items.  They  provide  for  this  by  opening  in  the  Ledger  an 
account  for  "Accrued  Assets"  and  one  for  "Accrued  Liabilities."  Since  all  such  items  must  be 
either  assets  or  liabilities,  these  two  accounts  will  provide  for  any  that  may  arise.  Entries  are 
then  made  for  closing  : 

For  Liability  Items 
Salaries  -  .  -  Dr. 

Interest  and  Discount  -  Dr. 

Accrued  Liabilities         -  Or. 


For  Asset  Items 

Accrued  Assets 

Dr. 

Rent 

Cr. 

Insurance 

Or. 

Etc. 

After  the  closing,  these  items  are  brought  back  to  the  accounts  to  which  they  belong  by  reversing  the 
above  entries  : 


For  Asset  Items 

For  Liability  Items 

Rent             -          -          -          - 

Dr. 

Accrued  Liabilities       -          -          Dr. 

Insurance 

Dr. 

Salaries 

Cr. 

Accrued  Assets 

Cr. 

Interest  and  Discount 

Cr. 

The  accrued  Assets  and  Liabilities  accounts  will  then  be  closed  out. 

2.    Two  accounts  may  be  carried  on  the  books  for  each  of  these  accounts,  then  the  above  accrued 
items  accounts  would  not  be  necessary. 

Each  such  item  would  have  a  revenue  account  and  an  Asset  and  Liability  account  on  the 
Ledger.  Thus,  when  the  insurance  premium  for  the  year  is  paid,  it  would  be  entered  :  Insurance 
Unearned  Dr., /Bank  Cr.  Then  month  by  month  the  expii-ed  insurance  would  be  written  off: 
Insurance  Dr., /Insurance  Unearned  Cr.  The  Insurance  account  would  thus  show  at  the  end  of 
any  month  the  cost  of  insurance  to  date,  and  the  Insurance  Unearned  account  would  show  the 
amount  of  insm-ance  paid  in  advance.     Other  items  would  be  similarly  ti-eated. 
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FINANCIAL  STATEMENT  FOR  A  MANUFACTURING  BUSINESS 

In  a  manufacturing  business  goods  are  first  made  and  then  sold.  The  statement  should  be  so  arranged 
as  to  show  first,  the  several  factoi-s  in  the  cost  of  making  the  goods,  then  the  Gross  Profit  by  trading,  and 
this  would  be  based  on  the  factory  cost.  Tlie  Profit  and  Loss,  and  Appropriation  accounts  should  follow 
in  order. 

One  statement  may  be  made  to  include  aU  the  data  down  to  Trading,  but  it  would  have  to  be  divided 
into  sections  to  show  factors  in  cost.  It  has  been  thought  better  to  divide  into  separate  accounts,  which 
may  be  combined  as  desired.     The  Ledger  ruling  is  used  for  the  sake  of  compactness. 


.1/.4  TERIA  L  A  CCO  VXT 


Material  on  hand  Jan.  1           ... 
Purchases         .         .         -         -         19100 
Add  Freight-in         .         -         .             480 

5450 
19580 

Material  on  hand  Dec.  31         -         -         - 
Material  tised           .         .        .        .        . 

3870 
21160 

25030 

2.5030 

MA XCFA CTURIXG  ACCO UXT 


Material  ^uttd  - 

Wages  paid               -         -         -           32785 
"        unpaid           -         -         -               415 

GoodK  in  Process  Jan.  1    -         .         -         . 

Prime  CoU  Goods  Manufactured 
Depreciation  Buildings     -         -         -       345 
Plant            -         ■         -       450 
Repairs  awl  Renewals      ■         ■         -     4OOO 
Superintendence,  Factory          -         -     2960 
Heat,  Light,  and  Power           -         -     3850 

21160 
33200 
2500 

Goods  in  Process  Dec.  -il           -         .         - 
Prime  Cost  Goods  Manufactured 

Factory  Cost  Goods  Manufactured    - 

2600 
54260 

56860 

56860 

54260 
11605 

• 

65865 

65865 

65865 

TRADIXG  ACCO  VXT 


Cost  Goods  Manufactured 

Finished  Goods,  Jan.  1     .          -          .          . 

Finished  Goods  Dec.  31              ... 

Cost  Goods  Sold 

Gross  Projits  Trading       .... 

65865 
14960 

80825 
20000 



Sales  for  the  year 

Less  Returns 

Net  Sales 

93975 
285 

93690 

60825 
32S65 

93690 

93690 
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PROFIT  AND  LOSS  ACCOUNT 


Selling  Expe-iuiis ; 

Freight-out 790 

Travelling  Expenses      -         -         -    4780 
Salesmen's  Commission           -         -    2975 

Administration  aiid  Getieral ; 

Insurance                •         -         -          •         60 
Taxes             ■         -         ■          -         -      460 
Office  Salaries        ...         -    7000 
Office  Expenses      -         -         .         -    2000 

Net  Operating  Profit         ;         ■         -         - 

Discount  off  Sales 

Interest  on  Mortgage         ...         - 
Depreciation  oflSonds       ...         - 
Net  Profit  for  year            .         .         .         . 

8545 

9520 
14800 

(t'rosa  Profits  Trading       .         .          .          . 

Net  Oiieraling  Profit         .... 

Discount  off  Purchases 

Interest  on  Investments      .         .         .         - 

32865 

32SG6 

32805 

^= 

1670 

1000 

500 

14640 

17810 

14800 
1030 
1980 

17810 

APPROPRIATION  OF  PROFITS 


Dividend  No.  1     8%         ■         -         ■         - 
Carried  to  Reserve              .... 
Balance  Down 

8000 
6000 
2640 

Balance  Profit  and  Loss 

Net  Profit  for  year             .... 

2000 

14640 

16640 

16640 

BALANCE  SHEET 


ASSETS 

Cash 13435 

Accounts  Receivable  ■         -         -  18760 

Material  .... 

Goods  in  Process       .         -         .         .    2600 

Finished  Goods 

Current  Assets 

Insurance  Prepaid  - 

Investment  Stock  ...         - 10600 

Investment  Bonds  -         -         4500 

Less  Reserve  -         -  500 

Furniture  .... 

Tools 

Machinery  Less  Depreciation   -         -    3500 
Buildings       "  "  .        -    9140 

Real  Estate       .... 


58655 
60 


14600 
550 
1000 

12640 


LIABILITIES 


Accounts  Payable 
Accrued  Wages 


Current  Liabilities 

Mo^igage  Payable    - 

Capital  Stock 

Dividend  No.  1. 

Reserve 

Balance  Profit  and  Loss 


Liabilities  to  Shareholders 


20450 
415 


20865 
20000 


124640 


A 
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From  a  statement  prepared  as  in  the  preceding  form  a  summary  of  the  factors  of  cost  entering  into 
the  year's  output  may  be  made  and  the  relations  of  the  amounts  shown.  The  data  is  commonly  sum- 
marized in  a  form  similar  to  that  shown  below  and  known  as  a  cost  formula.  The  overhead — "Factory" 
and  "General" — is  expressed  as  a  percentage  of  wages  cost  and  factory  cost  respectively.  The  profit  is 
expressed  as  a  percentage  of  complete  cost.  These  percentages  mav  be  used  in  finding  the  cost  of  an 
item  of  output. 

Other  bases  of  calculation  mav  be  used.     Thev  will  be  considered  under  Cost  Accounting;. 


:-< 

899830 
Complete    Cost                                                              ^ 

>-: 

i  ^                                                           883030 

'■■  ^                                   Factory  Coat                                   ^ 

:  ^                                     866965                                      ^ 

;  ^             Prime  Cost             ^ 
:                     $54360                 ''  : 

ilatenai 
921160 

Labor                       Factory  Eipfii^               i               irentrai  KxiJtn---t               \                  Projit 

$33200              Maniifg  Orerhead  SlieOo            General  Or^rhead -$18065                        §14800 

34.955%  of  Labor                    26.977%  of  Factory  Cost           17.4%  of  Complete  Curt 

M 


XL^^ 


EXERCISE 


1.   Following  is  the  Trial  Balance  taken  from  the  books  of  Dominion  Motors  Limited,  at  Dec.  31,  19 — . 

Debit  Balance  :  Material  Jan.  1,  89950;  Freight  and  Duty  (Material),  8670;  Purchases  (Material), 
^25700;  Labor,  Sl.4500;  Power,St750;  Insurance  (Factory),  S600:  Repairs,  8550;  General  Factory  Expense, 
S220:  Finished  Goods,  Jan.  2^88750;  Rebates  off  Sal6s,  §325^  Freight-out,  SI  275;  Salesmen's  Salaries, 
S3750;  Office  Salaries,  S584()7~A3vertising,  8195;  Insurance  (Office),  8175;  TJeiri'ery  Expense.s,  $560; 
Discount  off  Sales,  S1460;  General  Office  Expenses,  8585;  Interest  and  Discount,  825;  Office  Furniture, 
81375;  Bad  Debts,  8260;  Accounts  Receivable  810650;  Bills  Receivable,  81975:  Bank,  815750:  Machinery, 
815000;  Land  and  Building  (Factory),  89500. 

Credit  Bal.vnces  :  Reserve  for  Depreciation  (Buildings  and  Machinery),  82550;  Sales,  .866325; 
Discount  off  Purchases,  8680;  Reserve  for  Bad  Debts,  8400;  Accounts  Payable,  86680;  Bills  Payable, 
823^0^  Capital  Stock,  850000;  Rese^^•e,  81815.  ' 

In-\entories  :  Material.  filOOQD;  Finished  Goods,  88500;  Insurance  Prepaid  Factory,  8150;  Office, 
S25;  Wages  Accrued,  8250^  Office  Furniture,  81000;  Salaries  Accrued,  Office,  8150;  Salesmen,  870; 
Depreciation  of  Buildings  5%,  of  Machinery  10%.  Write  off  Accounts  Receivable  as  bad,  S250,  then 
carry  forward  a  reserve  equal  to  3%  of  Accounts  Receivable  and  Bills  Receivable. 

Provide  for  a  dividend  of  6:^  and  carry  81500  to  Reserve. 

Prepare  the  Financial  Statement. 

Prepare  the  Cost  Formula. 


SET  VI 


BISCUIT  AND  CONFECTIONERY  MANUFACTURING 


Special  Features. — Books  and  Accounts  incident  to  a  Manufacturing  Business. 
partnership  into  a  Joint  Stock  Company. 

INSTRUCTIONS 


The  conversion  of  a 


(a)  Books  to  be  Used. — Purchase  Book,  Sales  Book,  Cash  Book,  Bill  Book,  Journal,  all  as  principal  books  ; 
General  Ledger,  Purchase  Ledger,  Sales  Ledger,  Stock  Ledger,  Time  Sheet,  Pay  Roll. 

(i)  The  Purchase  book  for  this  set  should  have  a  special  column  for  Freight,  and  one  for  each  of  the  departments. 
Biscuit  and  Confectionery.  Distribute  the  freight  to  the  departments,  giving  one  line  to  each  freight  bill  paid.  It 
will  then  be  posted  to  the  Material  accounts,  with  the  value  of  the  material.  Post  it  also  in  total  to  the  credit  of 
Freight  account  in  the  General  Ledger.  Post  to  the  debit  side  of  the  Freight  account  from  the  Cash  Book.  By 
posting  in  this  way,  the  freight  is  both  entered  through  the  Ledger,  in  a  separate  account,  and  checked.  Pay  all 
freight  bills  as  received. 

(c)  The  Sales  Book  should  be  provided  with  columns  for  the  departments. 

(cZ)  Cash  Book,  This  book  should  be  ruled  as  in  the  illustration,  pages  96-97.  Use  a  Petty  Cash  Book,  making  all 
cash  payments  out  of  Petty  Cash. 

(e)  The  Time  Sheet  should  be  completed  day  by  day,  and  the  Pay  Roll  at  the  middle  and  end  of  the  month. 
Separate  accounts  must  be  kept  for  "Office  Salaries,"  "Biscuit  Wages,"  "Confectionery  Wages,"  "Salesmen's 
Wages."  The  shipper's  wages  should  be  posted  to  "Box  and  Shipping"  account,  which  should  show  the  total 
shipping  expenses  for  the  month. 

(/)  Either  keep  five  accounts  for  the  Manufacturing  in  each  department  ("Biscuit  Material,"  Biscuit  Manu- 
facturing," "Biscuit  Purchases,"  "Biscuit  Sales,"  "Biscuit  Inventory,"  and  the  corresponding  accounts  for  the 
Confectionery). 

Or  combine  the  Purchase,  Sales,  and  Inventory  in  a  Trading  account. 

(3)  Keep  two  Cash  Discounljraccounts,  for  "Discounts  off  Purchases"  and  "Discount  off  Sales,"  and  close  to  Profit 
and  Loss  account. 

(h)  Either  write  up  the  Expense  Analysis  sheet  each  week.  Post  in  total  to  the  Expense  account  from  the  cash 
book.     Do  not  distribute  to  subordinate  accounts  in  the  Ledger  at  the  end  of  the  month. 

Or  keep  accounts  in  the  Ledger  for  the  necessary  divisions  of  Expense  account,  and  close  them  to  Loss  aud  Gain 
account. 

(;')  Enter  rebates  through  the  Journal,  and  post  them  directly  to  the  proper  purchases  and  sales  account. 


DIRECTORY 


Abbott,  R.,  Toronto. 

Beck,  J.,  Woodstock. 

Boyd,   W.  R.,  Belleville. 

California  Fruit  Co.,  The,  San  Fra/ncisco 

Curtis,  H.,  Stratford. 

Davidson  <fc  Co.,  T.,  Toronto 

Gage,  A.   W.,  Toronto. 

Goldie  Milling  Co.,   The,   Montreal. 

Gordon  King  &  Co.,  Montreal. 

Graham,  R.,  Kingston. 

Hayes,  J.,  Guelph. 

Morrison,  G.,  Prescott. 
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McConnell,  //.,  Kitchener. 

McDongall,  J.  &  Co.,  Owen  Sound. 

Riddell,  W.  J.,  Toronto. 

Rogers,  E.,  Gait. 

Rowe,  R.,  Toronto. 

Sanford  Bros.,  Toronto. 

Standard  Refining  Co.,  The,  Montreal. 

Stewart,  B.,  Ottawa. 

Turner  Co.,  2'he  Orris,  Peterborough. 

Walker,  E.,  Collingwood. 

Wilkinson  Box  Co.,  The,  Toronto. 

All  others,  Toronto. 
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LEDGER  LINES 

Stock  Ledger,  1  page,  8  accounts  ;  Purchase  Ledger,  2  pages,  i  accounts  each  ;  Sales  Ledger,  5  pages, 
i  accounts  each  :  General  Ledger.  Arrange  the  accounts  in  the  following  order  :  Asset  Accounts  ; 
Liability  Accounts,  including  Capital  Stock  ;  Manufacturing  and  related  accounts  ;  Expense  and  related 
accounts  ;  other  accounts.      Allow  ^  page  for  each  and  transfer  when  necessary. 

MEMORANDA  OF  TRANSACTIONS 

Toronto,  May  1,  19^.  The  firm  of  Thompson  &,  Brown,  Toronto,  Ont.,  consisting  of  W.  Thompson 
and  H.  Bro-ivp,  partners  in  a  Biscuit  Manufacturing  business,  decides  to  organize  under  the  Ontario 
Companies  Act  as  a  Joint  Stock  Company  to  be  known  as  the  Ontario  Biscuit  and  Confectionery  Co., 
Limited,  with  an  authorized  capital  of  S2oOOO  to  be  divided  into  250  shares  of  $100  each.  They 
are  joined  by  IL-Qirter,  Brampton  ;  R^J'oster,  Guelph  ;  and  V.  Berlett,  Hamilton,  who  subscribe 
for  20  shares  each,  and  agree  to  pay  for  the  same  in  cash.  The  Assets  and  Liabilities  of  the  old  firm, 
as  shown  by  the  statement  below,  are  taken  over  by  the  Company  and  fully  paid-up  shares  are 
issued  therefor,  cash  being  paid  in  each  case  for  the  fractional  part  of  a  share. 

Assets 

Cash,  On  hand        --------  73.50 

On  depo.sit  in  the  Dominion  Bank            -          -          -  1926.50 

2000.00 

Bills  Receivable — 

No.  1,  Note  dated  Apr.   19  at   1    mo.  against   R.  D. 

Hamilton,  with  interest  at  7%            -          -          -  200.00 
No.  2,  Draft  dated  Apr.  24  at  30  da.  date,  on  H.  Reid. 

accepted  Apr.  26,  with  interest  at  6%         -          -  150.00 

350.00 

Accounts  Receivable — 

A.  W.  Gage    --------  2^4.20 

H.  McConuell -         -  15G.10 

R.  Abbott -  75.60 

W.  R.  Boyd   -         -         - 147.50 

J.  Hayes          - -         -  250.00 

843.40 

I^ss  10%  for  Bad  Debts 84.34 

759.06 

Real  Estate   ---------       4000.00 

Plant     ---------       4667.00 

8667.00 

Material,  Biscuit  Department 1200.00  ' 

Confectionery  Department         -  .  .  -  600.00 

1800.00 

Manufactured  Goods — Biscuits         -----        1800.00 
Confectionery        -         -         -         .  400.00 

2200.00 

Boxes,  barrels,  etc.  ---------  400.00 

Interest  accrued  on  Bills  Receivable         ------  .83 

16176.89 
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Liabilities 
Accounts  Payable — 

The  Goldie  INIilling  Co. 1350.00 

The  Standard  Refining  Co. 250.00 


■t^ 


1600.00 
Bills  Payable — 

No.  1,  Note  favour  the  Goldie  Milling  Co.,  Apr.  9, 

at  2  mos.  - 275.00 

No.  2,  Acceptance  favour  C.  Barnes,  Apr.  7,  at  30  da.  220.00 

495.00 

W.  Thompson,  Net  Capitol 8044.67 

H.  Brown,  Net  Capital 6037.22 

16176.89 
W.  Thompson  is  elected  President,  and  Student  is  engaged  as  Accountont  and  Secretory  of  the 
/  Company  at  a  salary  of  §100  a  month. 

/       Prepare  the  Memorandum  of  Agreement  and  Stock  Book,  and  have  it  properly  signed. 

(ijPrepare  the  Instalment  List  for  a  first  call  of   100  per  cent,  on  the  Capital  Stock.     Carter,  Foster 
and  Berlett  pay  cash  in  full  for  their  shares. 
,     tissue  the  certificates  to  the  shareholders. 

Open  the  books  for  the  Company,  making  all  necessary  entries,  then  take  a  Trial  Balance. 
Following  are  the  employees  :  Miss  Mary  Dunlop,  stenographer,  at  $10  a  week  ;  Wm.  Smith, 
assistant,  at  $60  a  month  ;  Jas.  Robertson,  foreman  of  the  Biscuit  Department,  and  Henry 
Barker,  foreman  of  the  Confectionery  Department,  ac  .B90  each  per  month  ;  R.  Dixon, 
G.  Elliott,  R.  Wright,  P.  Davis,  T.  Jones,  P.  Ballard,  hands  in  the  Biscuit  Department  ; 
C.  Cameron,  R.  Lewis,  J.  Forbes,  K.  Hall,  J.  H.  Howell,  T.  Rhodes,  hands  in  the  Confectionery 
Department,  at  30  cents  an  hour,  9  hours  to  the  day  ;  J.  Eraser,  shipping  clerk,  at  30  cents  an 
hour  ;  Arthur  Churchill  and  E.  Summers,  salesmen,  at  $S0  a  month  and  expenses.  All  engage- 
ments with  the  Company  date  from  May  1 .  Wages  are  paid  at  the  middle  and  end  of  the  month. 
Prepare  the  necessary  Time  Sheets. 

Deposit  all  cash  in  the  Dominion  Bank,  and  make  all  payments  by  cheque  unless  otherwise  dii-ected. 
'S^  "Vss'Give  the  Petty  Cashier  cheque  for  Si 00  for  Imprest. 

Pay  R.  Wilkinson's  bill  for  a  set  of  ofiice  books  and  stationeiy,  $45. 
Pay  Insurance  premium,  $90. 

Give  Churchill  and  Summers,  each  a  cheque  for  $20  on  account  of  travelling  expen  es,  as  Imprest. 

&.      The   following  invoices  have  been  received  :lT he  Goldie  Milling  Co.,  Apr.  27,   -/jp,  "f^^,    20  bbls. 

Flour  (S  $6.75  ;  4  bbls.  Oatmeal  @  $7.25  (Bis.  Dept.)  ;  freight  paid,  $15. 

I  The  Standard  Refining  Co.,  Apr.  30,  7i„,  "/g^ :   10  bbls.  Gran.  Sugar,  282-21,  285-23,  284-22,  286-20, 

\  290-23,   289-22,   287-24,  290-22,   284-20,   291-21  @  4|c.  ;   10  bbls.  Pulverized  Sugar,   294-21, 

290-24,  292-20,  286-23,  292-24,   287-21,  290-22,  286-24,  288-20,  290-22  @  4fc.  (Conf.  Dept.); 

fi-eight  paid,  $20. 

/A.  W.  Gage  paid  his  account  in  full  in  cash. 
The  following  orders   have  been  filled:  J.  Beck,  1*/^^^,  "/^^^  1  bbl.  Arrowroot  Bis.,   60  lb?,  @  12c.; 
^^.^  bbl.  Fruit  Bis.,  70  lbs.,  @  12|c.;  5  doz.  b.xs.  Sodas  @  17^.  a  box. 

/    H.  McConnell,  iJ/j„,  "/.,(,,  4  bxs.  Oyster  Bis.,   20  lbs.  ea.,  @  7^. ;  2  bbls.  Mixed  Bis.,  63  lbs.  ea. 
/X,__     @  8c.  ;  1  doz.  bxs.  Ginger  Snaps,  30  lbs.  ea.,  @  10c. 
Time  lost :  Jones^2  hrs.  ;  Cameron,  1  hr. 
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H.  McConnell  paid  his  account  in  full  iajadi^ 

The  folliiwing  invoices  have  been  received  :/The  Standard   Refining  Co.,  May  1,  ^lo'  Veo'  ^^  bbls. 

Molasses,  40,  42,  41,  43,  45,  41,  44,  42,  43,  45  gals.  @  30c.  (Conf.) ;  5  bbls.  Y.  Sugar,  343-20, 

345-18,  340-21,  344-17,  34-5-22  @  Sic.  (Bis.)  ;  freight,  SIO.     (Bis.  S3,  Conf.  87.) 
VSanford  Bros.,  May  3,  5/j„,  "/j,,   15  c/s  B.  Soda  @  S3.60  ;   10  c/s  Ginger  @  -$4.80  (Bis.);  delivery. 
;         S2.50. 

\Gordon  King  ik   Co.,   May  1,  */jq,   "^i,,   Flavourings,   3  doz.  Lemon  @  90c.  ;  4  doz.  Almond  @  -SI : 
\     5  doz.  Vanilla  @  75c.  (Conf.)  ;  freight,  81.50. 
Paid  the  Wilkinson  Box  Co.  for  an  invoice  of  boxes,  8125.75. 
These  orders  have  been  filled  :  R.  Abbott,  30  da.,  2  bbl.  Arrowroot  Bis.,  60  lbs.  ea.,  @  12c.;   12  bxs. 

Oyster  Bis.,  20  lbs.  ea.,  @  10c.  ;  12  bxs.  G.  Snap.?,  30  lbs.  ea.,  @  lie. 
AV.  R.  Boyd,  7j(„  "f^,   12  bxs.  Oatmeal  Wafers,  18  lbs.  ea.,  @  9c.  ;   2  bbls.  Mixed  Bis.,  63  lbs.  ea., 

@  7^. 
Deposit  all  cash  on  hand. 
Time  lost  :  Wright,  1  hr. 

Pay  the  Goldie  Milling  Co.'s  account  to  May  1,  less  disc.  2%. 
Pay  J.  Green  for  repairs  in  the  Biscuit  Dept.,  815.20. 
Draw  on  R.  Abbott  at  10  da.,  for  the  amount  of  his  account. 
^The  following  invoices  have  been  received  :  The  California  Fruit  Co.,  May  1,  n/cash,  12  bxs.  Layer 

Raisins,   28  lbs.  ea.,  @   7c.  ;   12  bxs.  Cunants,  56  lbs.  ea.,   @  6c.  (Bis.  Dept.).      Pay  duty,  815, 

and  freight,  S5. 
T.  Davidson  <k  Co.,  May  3,  n  cash,  15  bbls.  Oatmeal  at  84.50  (Bis.  Dept). 
These  orders  have  been  filled  :  J.  Hayes,  S/D  with  monthly  statement,  1  bbl.  Fruit  Bis.,  70  lbs.  ea., 

@  12c.  ;   1  bbl.  Soda  Bis.,  66  lbs.,  @  7c.  ;  5  pails  Acid  Drops,  125  lbs.,  @  7c.;   10  bxs.  Assorted 

Creams,  60  lbs.,  fs  20c. 
H.  Curtis,  note  at    10  da.,  wth  M/S,  4  bxs.  Oyster  Bis.,  80  lbs.,  @  10c.  ;  3  bxs.  Oatmeal  Wafers, 

54   lbs.,  (b  12c.:    1    bbl.   Mixed    Candy,   220   lbs.,  @    4c.;    4    bxs.   Assorted   Creams,    24   lbs., 

(&  20c. 
Pay  by  bank  draft  puichased  at  99|,  the  invoice  of  the  California  Fruit  Co.  received  to-day. 
Pay  by  cheque,  T.  Davidson  &  Co.'s  invoice  received  to-day. 
Time  lost  :  Ballard.  \i  hrs.  ;  Lewis,  2  hrs. 

W.  R.  Boyd  anil  J.  Hayes  pay  their  accounts  in  full  to  May  1  by  cheque. 

Pay  the  Standai-d  Refining  Co.'s  account  to  May  1  by  bank  draft,  purchased  by  cheque,  exchange  |-% 
Pay  the  Goldie  XLilling  Co.'s  invoice  of  Apr.  27,  less  disc. 

.H.  Brown  has,  with  the  consent  of  the  company,  transferred  20  shares  of  his  stock  to  H.  L.  Packard, 

(♦i ;  V»_Toronto.     Write  the  form  of  transfer  and  the  stock  certificates,  and  make  the  necessary'  entries. 

The  following  invoices  have  been  received  :  The  Goldie  Milling  Co.,  ilay  2,  ^/j^,  "f^,  25  bbls.  Flour, 

Grade  A,  @  85.75  ;  30  bbls.  Grade  B.  Flour  @  $5.50  (Bis.) ;  freight,  83.50. 
Sanford  Bros.,  May  4,  ^i^^,  "j^,  4  bxs.  B.  Soda  @  82  ;  1  bbl.  Ginger,  100  lbs.,  @  23c.  (Bis.) 
These  orders  have  been  filled  :  The  Orris  Turner  Co.,  n/c,   5  drums  Maple  Chocolates,  20  lbs.  ea., 

(s  1.5c.  ;  20  bxs.  Caramels,  30  lbs.,  @  14c. ;  10  tins  Butter  Scotch,  7  lbs.  ea.,  @  10c. 
E.  Walker,  7io>  "/so-  2  doz.  bxs.  Ginger  Snaps,  9  lbs.  ea.,  @  13c.,  12  tins  Fruit  Bis.,   14  lbs.  ea., 

(?  12ic.,  3  doz.  bx.s.  Sodas,  20  lbs.  ea.,  @  7ic. 
Tx)st  time  :   Dixon,  2  hrs.  ;  Hall,  3  hrs.    ^^ 
W.  Thompson,  with  the  consent  of  the  company,  has  transferred  1 5  shares  of  his  stock  to  R.  Wilson, 

Toronto,  at  81 10  a  share.      Make  the  necessary  forms  and  entries. 
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The  following  orders  have  been  filled  :  A.  W.  Gage,  30  da.,  10  drums  Wrapped  Taify,  15  lbs.  ea., 

@  9c.  ;  i  druni.s  Maple  Chocolates,  20  lbs.  ea.,  @  15c.  ;  6  tins  Butter  Scotch,  7  lbs.  ea.,  @  10c.  ; 

10  bxs.  Oyster  Bis.,  2i  lbs.  ea.,  @  8c.  ;  12  bxs.  G.  Snaps,  9  lbs.  ea.,  @  13c. 
R,  Rowe,  30  da.,  10  bottles  Assorted  Tablets,  5  lbs.  ea.,  @  15c.  ;  12  drums  Mixed  Candy,  20  lbs.  ea., 

@  8c. ;   2  doz.  bxs.   Caramels,   40  lbs.,  @   14c.  ;    10  tins  Arrowroot  Bis.,   8  lbs.  ea.,  (§    12ic. ; 

12  tins  Fruit  Bis.,  14  lbs.  ea.,  @  12^. 
G.  Morrison,  S/D  with  M/S,  2  doz.  bxs.  Oatmeal  Wafers,  7  lbs.  ea.,  @  12ic.  ;  5  doz.  tins  Arrowroot 

Bis.,  8  lbs.  ea.,  @  12Jc.  ;  5  doz.  bxs.  Sodas,  20  lbs.  ea.,  (s  7-|c. 
Summers  reports  travelling  expenses,  -$12  ;  Churchill,  811.50. 

Time  lost:  Hall,  1  Jirj^Wright,  1  hr. 

Post  up  to  elate!     Find  Cash  and  Bank  balances. 
B       Give  to  Churchill  and  Summers,  cheques  on  account  of  travelling  expenses,  as  reported. 
Pay  by  cheque,  the  invoice  of  the  Standard  Refining  Co.  of  Apr.  30. 
Receive  from  J.  Beck  and  H.  McConnell,  cheques  for  their  bills  of  May  2,  less  disc. 
These  orders  have  been  filled:    R.  Graham,  30  da.,    10  drums  M.  Chocolates,  20  lbs.  ea.,  @  15c.; 

2  doz.  bxs.  Assorted  Creams,  1  lb.  ea.,  @    18c.  ;  5  pails  Acid  Drops,  125  lbs.,  @  12c.  ;  5  doz. 

bxs.  Sodas,  20  lbs.  ea.,  @  7^.  ;  3  doz.  tins  Fruit  Bis.,  14  lbs.  ea.,  @  12|c. 
E.  Rogers,  7j(„  "/so.   4  drums  M.  Candy,  20  lbs.  ea.,  @  18c. ;  6  tins  Bu.  Scotch,  7  lbs.  ea.,  @  10c. ; 

1  doz.  bxs.  Sodas,  20  lbs.  ea.,  @  7^.  ;  1  doz.  bxs.  G.  Snaps,  9  lbs.  ea.,  @  13c. 
Deposit  all  cheques  on  hand  ;  exchange  J^%  on  out-of-town  cheques. 

9.  Pay  by  bank  draft,  purchased  by  cheque  (exchange  ^%),  the  invoice  of  the  Standard  Refining  Co., 

May  1,  and  the  invoice  of  Gordon  King  &  Co.,  May  1,  less  discount  in  each  case. 
Receive  from  W.  R.  Boyd,  his  cheque  for  the  sale  of  the  3rd,  less  discount. 

These    invoices    have    been    received:    Sanford    Bros,   May  8,   ^/j^,   "i^,    12   bxs.    B.    Soda   @  $2; 
1  bbl.  Ginger,  100  lbs.,  @  23c.  (Bis.). 
-\     Gordon  King  &  Co.,  May  6,  ^/^^,  "J^f,,  5  gross  Assorted  Flavourings,  90c.  a  doz.  (Conf.)  ;  express,  $1.25  ; 
^  pay  it  in  cash. 

These   orders   have   been   filled:    B.   Stewart,   -/jq,  "/j^,   5   pails    Acid    Drops,    25   lbs.  ea.,    @   12c.; 

6  drums  M.  Chocolates,  20  lbs.  ea.,  @  15c.  ;   1  doz.  bxs.  Caramels,  2  lbs.  ea.,  @  14c. 

E.  Walker,  -/jj,,  "/g^,    2  doz.  bxs.  Oyster  Bis.,   2^  lbs.  ea.,   @  8c.  ;    3  doz.  bxs.  Oatmeal  Wafers, 

7  lbs.  ea.,  @  12^c.  ;   8  tins  Fruit  Bis.,  14  lbs.  ea.,  @  12Jc. 
Time  lost :  Rhodes,  1  hr. 

10.  Pay  by  bank  draft,  purchased  b\-  cheque   (exchange  ^%),  the  in^•oice  of  the  Goldie  Milling  Co.  of 

May  2. 
Receive  from  the  Orris  Turner  Co.,  a  cheque  for  their  order  of  the  5th. 
Pay  by  cheque,  the  acceptance  of  Apr.  7,  favour  C.  Barnes,  due  to-day. 
These  invoices  have  been  received  :  The  Standard  Refining  Co.,  May  8,  ^iqi  "/eo'  ^^  bbls.  Molasses, 

40,  42,  43,  44,  41,  45,  43,  42,  44,  46  gals.  @  30c.  (Bis.)  ;   10  bbls.  Glucose,  280  lbs.  ea.,  @  3c. 

(Conf.) ;  freight,  $17.50.      (Bis.  $10.50,  Conf.  $7.) 
The  Goldie  Milling  Co.,   May  8,   7j„,  "/g^ ,    10  bbls.    Flour   @   $5.75;    5  bbls.   OatmeHJ    @  $4.50; 

freight,  $12.50. 
These  orders  have  been  filled  :  J.  McDougall  &  Co.,  '-/j^,  "/j^,  2  doz.  tins  Arrowroot  Bis.,  8  lbs.  ea., 

@    12|c.  ;    1   doz.   bxs.   Oyster  Bis.,    2^  lbs.    ea.,    @    8c.;    1    doz.    bxs.    G.    Snaps,    9  lbs.   ea., 

@    13c. 
W.  J.  Riddell,  30  da.,   5  pails  Acid  Drops,  125  lbs.,  @  12c.  ;  2  drums  Wrapped  Taffy,  15  lbs.  ea., 

@  9c.  ;   20  bxs.  Assorted  Creams,  1  lb.  ea.,  @  18c. 
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11.  These  orders  liave  been  filletl  :  R.  Abbott,  30  da.,  1  doz.  bxs.  Oatmeal  Wafers,  7  lbs.  ea.,  <?  12itc.; 

2  doz.  bxs.  Soda.s,  20  lbs.  ea  ,  @  7ic.  ;   1  doz.  tins  Fruit  Bis.,  14  lbs.  ea.,  @  12^c. 
G.  Morrison,  S/D  with  M/S,   1  doz.  tins  Arrowroot  Bis.,  8  lbs.  ea.,  @  I2^c.  ;   1  doz.  bxs.  G.  Snaps, 
9  lbs.  ea.,  @  13c.  ;  1  doz.  bxs.  Oyster  Bis.,  2^  lbs.  ea.,  @  8c. 

12.  Receive  from  E.  Walker,  his  cheque  for  the  bill  of  the  5th,  less  disc. 
Pay  J.  Green  for  repairs  iif  the  Conf.  Dept.,  S10.25. 

¥j     The   following   order  has   been   filled  :  A.  W.  Gage,  30  da.,  5  drums  M.  Candy,  20  lbs.  ea.,  @  8c. ; 
.  5  bottles  Assorted  Tablets  @  SI  ;  20  bxs.  Caramels,  30  lbs.,  @  14c. 

Time  lost  :  Hall,  U  hrs.  :  Wright,  U  hrs. 
13.,  Receive  from  the  California  i'ruit  Co.,  the  following  invoice,  Maj'  10,  -/jj,  ^j^^,  "j^^  :   12  bxs.  Currants, 
•a  56  lbs.  ea.,  @  7c.  ;  24  bxs.  Raisins,  28  lbs.  ea.,  @  8c.  ;  (Bis.)  the  freight  was  prepaid.     Pay  the 

duty,  Ic.  a  pound,  in  cash. 
These  orders   have   been  filled:  J.  Beck,   30  da.,   10  drums  M.  Chocolates,  20  lbs.  ea  ,   @  1.5(;.  ;   10 

drums  Mixed  Candy,  20  lbs.  ea.,  @;  8c.  ;  3  doz.  bxs.  Caramels,  50  lbs.,  &  14c. 
E.  Rogers,  7io>  "/30'   ^^  ^^s-  Oatmeal  Wafers,   7  lbs.  ea.,  @  12ic.  ;   10  bxs.  Fruit  Bis.,  14  lbs.  ea., 

@  12|c. ;  10  bxs.  Sodas,  20  lbs.  ea.,  @  7ic. 
Mr.  Churchill  hands  in  cash  for  R.  Abbott's   account,  and  also  for  R.  Rowe's  account  to  date,  and 

reports  travelling  expenses  for  the  week,  $13.50. 
Mr.  Summers   hands  in   cash   for  W.  J.  Riddell's   account  and  A.  W.  Gage's   account  to  date,  and 

reports  travelling  expenses  for  the  week,  S12.75.  ■    C- 

Deposit  all  cheques  and  all  cash  on  hand;  exchange  ^%  on  out-of-town  cheques.  ^'V^ 

Time  lost  :   Rhodes.  1^  Ins.  :  Dixon,  1  hr.  'y 

15.    Give  Messrs.  UhurclnU  and  Summers,  cheques  on  accoimt  of  travelling  expenses,  as  reported. 

The.se  orders  ha\e  been   filled  :  B.  Stewart,   7io'  Vso'  ^  'hums  M.  Chocolates,   20  lbs.  ea.,  (®   15c.; 
5  drums   M.  Taffy,    15   lbs.   ea.,  @  9c. ;  2  doz.  bxs.  Assorted  Creams,  1  lb.  ea.,   @    18c.  ;  2  doz. 
bxs.  Oyster  Bis.,  2 J  lV)s.  ea.,  @  8c.  ;  3  doz.  b.xs.  Oatmeal  Wafers,  7  lbs.  ea.,  @  12Jc. 
J.  Hayes,  S/D  with  M/S,  3  doz.  bxs.  Caramels,  52  lbs.,  @  14c.  ;  3  pails  Acid  Drops,  72  lbs.,  @  12c.; 

5  drums  M.  Chocolates,  20  lbs.  ea.,  @  15c. 
Make   out   the  Pay  Sheet.     Draw  the  necessary  money,  and  pay  the  wages   for  the   half-month. 
Make  a  memorandum  showing  the  change  required.     O.K.  the  Petty  Cash  and  issue  cheque. 
Post  up  to  date.     Post  totals.       Close  the  cash  book  and  bring  down  balances. 
Take  off  a  Trial  Balance.      Prepare  Statements.      Close  the  books.      Inventories  page  3. 
IG.     Pay  the  following  bills  by  cheque  (discount  allowed)  :  Sanford  Bros.'  bills  of  May  3  ife  4,  and  Gordon 
King  .fe  Co.'s  bill  of  May  6. 
These  orders  have  been  filled  :  The  Orris  Turner  Co.,  n/c,  5  drums  M.  Chocolates,  20  lbs.  ea.,  (<t   15c.  ; 

5  drums  M.  Candy,  20  lbs.  ea.,  @  8c.  ;  3  doz.  bxs.  Caramels,  50  lbs.,  @  14c. 
R.  Rowe,  30  da.,  5  doz.  b.xs.  Oatmeal  Wafers,  7  lbs.  ea.,  @  12-^. ;   10  doz.  bxs.  Sodas,  20  lbs.  ea., 

@  7Jc.  ;  2  doz.  tins  Arrowroot  Bis.,  8  lbs.  ea.,  @  12^. 
Time  lost :  Rhodes,  1  hr.  ;  Cameron,  1^  hrs. 

17.  Pay  by  bank  draft  the  bills  i.f  the  Standard   Refining  Co.  and   the  Goldie  Milling  Co.  of  the  8th, 

less  di.sc. 
Receive  cheques  from  E.  Rogers  for  bill  of  the  8tli,  less  disc,  and  K.  Abbott  for  his  acceptance  of 
the  4th,  due  to-day. 

18.  Pay  by  cheque  Sanford  Bros.'  bill  of  the  8th,  less  disc. 

Receive  cheques  for  bills  of  E.  Walker  and  B.  Stewart  of  the  9th. 
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These  orders  have  been  filled  :  G.  Morrison,  S/D  with  M/S,  2  tins  Fruit  Bis.,  14  lbs.  ea.,  @  12^c.  ; 

3  doz.  bxs.  Oy.ster  Bis.,  2|  lbs.  ea.,  @  8c.  ;  5  doz.  bxs.  Sodas,  20  lbs.  ea.,  @  7^c.  ;   1   doz.  bxs. 

Oatmeal  Wafers,  7  lbs.  ea.,  @  12|c. 
R.  Graham,  30  da.,  4  pails  Acid  Drops,  100  lbs.  net,  @  12c.  ;  5  bottles  Assorted  Tablets  @  $1.25  ; 

3  drums  M.  Candy,  20  lbs.  ea.,  @  8c.  ;   12  tins  Bu.  Scotch,  7  lbs.  ea.,  @  10c. 

19.  Pa\'  by  bank  draft  purchased  at  ^%  premium,  the  bill  of  the  Califoj'nia  Fruit  Co.  of  the   10th,  less 

discount. 
Receive  from  J.  McDougall  &  Co.,  their  cheque  for  the  bill  of  May  10th,  less  disc. 
These  orders  ha\e  been  filled  :  W.  J.  Riddell,  30  da.,  5  doz.  bxs.  Assorted  Creams,  1  lb.  ea.,  @  18c.  ; 

4  drums  M.   Chocolates,   20  lbs.   ea.,    @    15c.  :   5  drums  Wrapped  Tafiy,   15  lbs.  ea.,    (§  9c.  ; 
3  doz.  bxs.  Caramels,  45  lbs.,  @  14c. 

J.  McDougall  cfe  Co.,  n/c,  6  bxs.  Arrowroot  Bis.,  8  lbs.  ea.,  @  12ic  ;  8  bxs.  Oyster  Bis.,  2i  lbs.  ea., 
@  8c.  ;  2  doz.  bxs.  G.  Snaps,  9  lbs.  ea.,  @  13c. 

20.  These  invoices  have  been  received  :  The  Wilkinson  Box  Co.,  n/c,  $50.75.     Pay  this  by  cheque. 
The  Goldie  Milling  Co.,  May  18,  7j„,  "/g^,    10  bbls.  Flour  @  $5.75  ;  4  bbls.  Oatmeal  @  $4.50  (Bis.) ; 

freight,  $6.25. 
These  orders  have  been  filled  :  W.  R.  Boyd,  ^j^,  "j^,  2  doz.  tins  Arrowroot  Bis.,  8  lbs.  ea.,  @  12^c.; 

2  doz.  bxs.  Oyster  Bis.,  2-^  lbs.  ea.,  @  8c. ;  1  doz.  bxs.  G.  Snaps,  9  lbs.  ea.,  @  13c. 

B.  Stewart,  ^/jq,  "/g^,  3  doz:  bxs.  Oatmeal  Wafers,  7  lbs.  ea.,  @  12^c.  ;  1  doz.  bxs.  Sodas,  20  lbs.  ea., 
®  7ic.  ;  6  tins  Fruit  Bis.,  1 4  lbs.  ea.,  @  1 2^c.  ;  5  doz.  bxs.  Caramels,  70  lbs.,  @  1 4c.  ;  6  drums 
M.  Candy,  20  lbs.  ea.,  @  8c.  ;  5  pails  Acid  Drops,  1 25  lbs.,  @  1 2c. 

Mr.  Summers  reports  travelling  expenses  for  the  week,  $16.25  ;  Mr.  Churchill,  $15.75. 

Post  up  to  date. 

22.  Give  to  Churchill  and  Summers,  cheques  to  meet  travelling  expenses,  as  reported. 

Pay  cash  for  repairs  in  the  Confectionery  Dept.,  $4.25  ;  also  for  stamps  and  stationery,  $4.75. 

These  orders  have  been  filled  :  R.  Graham,  30  da.,  5  bottles  Ass.  Tablets  @  $1  ;  4  drums 
M.  Chocolates,  20  lbs.  ea.,  @  15c.  ;  3  doz.  bxs.  Ass.  Creams,  40  lbs.,  @  18c.  ;  4  doz.  tins 
Bu.  Scotch,  7  lbs.  ea.,  @  10c.  ;  2  doz.  tins  Arrowroot  Bis.,  8  lbs.  ea.,  @  12^c.  ;  2  doz.  tins 
Fruit  Bis.,  14  lbs.  ea.,  @  l^c.  ;  2  doz.  bxs.  Sodas,  20  lbs.  ea.,  @  7^. 

G.  Morrison,  S/D  with  M/S,  3  doz.  bxs.  Oatmeal  W'afers,  7  lbs.  ea.,  @  12-^.  ;  2  doz.  bxs.  G.  Snaps, 
9  lbs.  ea.,  @  13c.  ;  2  doz.  bxs.  Oyster  Bis.,  2^  lbs.  ea.,  @  8c. 

Receive  from  R.  Hamilton,  his  cheque  in  payment  of  his  note  and  interest  due  to-day. 

Time  lost :  Rhodes,  l^  hrs.  ;  Cameron,  1^  hrs. 

23.  Draw  on  R.  Graham  at  30  da.  from  May  8,  for  the  amount  of  his  bill  of  that  date,  and  leave  the 

draft  with  the  bank  for  collection. 
These  orders  have  been  filled  :    The  Orris  Turner  Co.,  -/jj,,  "/go^    1   doz.  tins  Bu.  Scotch,  7   lbs.  ea., 

@   10c.  ;    5   doz.   bxs.    Caramels,   75   lbs.,    @   14c.  :    G    drums  M.   Candy,    20   lbs.  ea.,    @    8c.  ; 

6  drums  W.  Tafiy,  15  lbs.  ea.,  @  9c. 
J.  Beck,  30  da.,  6  drums  M.  Chocolates,  20  lbs.  ea.,  @  15c.  ;  6  drums  M.  Candy,  20  lbs.  ea.,  @  8c.-, 

3  doz.  bxs.  Ass.  Creams,  45  lbs.,  @  18c.  ;  6  tins  Bu.  Scotch,  7  lbs.  ea.,  @  10c. 
Time  lost :  Lewis,  1  hr.  ;  Hall,  1 1  hrs. 

24.  Receive  from  E.  Rogers,  his  cheque  for  the  bill  of  May  13,  less  disc. 
Draw  on  J.  Beck  at  30  da.  from  May  13,  for  the  bill  of  that  date. 

Receive  the  following  invoice  from  the  Standard  Refining  Co.,  May  20,  ^jq,  "/g^:  6  bbls.  Glucose, 
280  lbs.  ea.,  @  3c.  (Conf.)  ;  10  bbls.  Molasses,  40,  42,  41,  43,  42,  45,  43,  44,  41,  45  gals. 
®  30c.  (Bis.);  freight,  $11.50.     (Conf.  $3.50,  Bis.  $8.) 
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These  orders  have  been  filled  :   H.  McConnell,  'Vio'  "/ao'  ^  ^^^-  ^^^-  Oatmeal  Wafers,  7  lbs.  ea., 

@  12ic.  :  2i  doz.  bxs.  G.  Snaps,  9  lbs.  ea.,  @  13c.  ;  3  doz.  bxs.  Fruit  Bis.,  14  lbs.  ea.,  @  12ic. 

E.  Rogers,  -/io>  Vso'   ^  drums  M.  Chocolates,  20  lbs.  ea.,  @  15c.  :  3  pails  Acid  Drops,  75  lbs.,  @  12c.  ; 

1  doz.  tins  Bu.  Scotch,  7  lbs.  ea.,  @  10c. 

Deposit  all  cheques  on  hand  ;  e.xchange  ^  per  cent,  on  out-of-town  cheques. 
Time  lost :  Elliott,  1  hr.  ;,  Howell,  1  hr. 

25.  Receive  from  B.  Stewart,  his  cheque  for  the  net  amount  of  the  bill  of  May  15. 

These   orders  have   been   filled  :   J.  Hayes,   S/D  with    M/S,   6    tins   Bu.  Scotch,   7  lbs.  ea.,  @  10c.  ; 

3  pails  Acid  Drops,  75  lbs.  %  12c.  ;  6  drums  M.  Candy,  20  lbs.  ea.,  @  8c. 
H.  Curtis,  note  at  10  da.  with  M/S,  2  doz.  tins  Ar.  Bis.,  8  lbs.  ea.,  @  12|c.  ;  2  doz.  tins  Fruit  Bis., 

14  lbs.  ea.,  @  12|c.  ;   1  doz.  bxs.  Sodas,  20  lbs.  ea.,  ®  7^. 

26.  Receive  from  the  Orris  Turner  Co.,  a  cheque  for  their  bill  of  the  16th. 
Pay  the  Goldie  Milling  Co.  by  bank  draft,  for  their  bill  of  the  18th. 

These  orders  have  been  filled  :  E.  Walker,  ^/j^,  "f^,  2  doz.  tins  Arrowroot  Bis.,  8  lbs.  ea.,  @  12ic.  ; 

2  doz.  bxs.    Oyster  Bis.,   2^  lbs.  ea.,  @  8c.  ;   1   doz.  bxs.  Sodas,   20  lbs.  ea.,  @  7^c. ;   1  doz.  bxs. 
Oatmeal  Wafers,  7  lbs.  ea.,  @  12^. 

J.  McDougall  ct  Co.,  "-/jo,  "/„(„  2  doz.  bxs.  G.  Snaps,  9  lbs.  ea.,  @  13c.  ;  2  doz.  bxs.  Fruit  Bis.,  14  lbs. 

ea.,  @  12ic.  ;  1  doz.  tins  Ar.  Bis.,  8  lbs.  ea.,  @  12ic. 
Time  lost  :  Cameron,  2i  hrs. 

27.  Receive  from  the  Standard  Refining  Co.,   the  following  invoice,   May  25,   ^/j^,   "/^^  :  10  bbls.  Y. 

Sugar,  335-15,  340-20,  338-15,  336-14,  339-12,  342-20,  338-16,  340-20,  336-14,  342-20  @  3ic. 

(Bis.);  10  bbls.  G.  Sugar,   285-22,   280-20,   283-21,   282-20,   284-18,   285-23,    282-20,   286-24, 

283-15,  285-21  @  4^c.  (Conf.)  ;  freight  prepaid. 
Receive  from  J.  McDougall  &  Co.,  a  cheque  for  their  bill  of  the  19th. 
These  orders  have  been  filled:  R.  Abbott,  30  da.,  6  tins  Ar.  Bis.,  8  lbs.  ea.,   @  12^.;  12  tins 

Fruit  Bis.,  14  lbs.  ea.,  @  12^.  :   12  tins  Oyster  Bis.,  2i  lbs.  ea.,  @  8c. ;  6  bxs.  Sodas,  20  lbs. 

ea.,  @  7Jc. 
A.  W.  Gage,  30  da.,  5  bottles  Ass.  Tablets  @  SI  ;   1  doz.  drums  M.  Chocolates,  20  lbs.  ea.,  @  15c.  ; 

16  drums  M.  Candy,  20  lbs.  ea.,  ^  8c.  ;  3  doz.  bxs.  Caramels,  44  lbs.,  @  14c. 
Time  lost :  Rhodes,  2  hrs. 
Mr.  Summers  hands  in  cash  for  W.  J.  Riddell's  account  to  date,  and  reports  travelling  expenses  for 

the  week,  817.50.      Mr.  Churchill    hands   in   cash   for  R.  Rowe's   account  to  date,  and  reports 

travelling  expenses,  SI 6. 25. 
Received  from  H.  Reid,  his  cheque  for  the  amount  of  his  acceptance  and  interest,  due  to-day. 
Deposit  all  cheques  on  hand.     Usual  exchange. 
Post  up  to  date. 

29.  Give  to  Churchill  and  Summers,  cheques  to  meet  travelling  expenses,  as  reported. 
Receive  from  W.  R.  Boyd  and  from  B.  Stewart,  cheques  for  their  bills  of  the  20th. 

These  orders  have  been  filled  :  W.  J.  Riddell,   30  da.,  1  doz.  tins  Bu.  Scotch,  7  lbs.  ea.,  @  10c. ; 

5  doz.  bxs.  Caramels,  75  lbs.,  @  14c.  ;   6  drums  M.  Candy,   20  lbs.  ea.,  @  8c.  ;   6   drums  M. 

Chocolates,  20  lbs.  ea.,  @  15c.  ;  3  pails  Acid  Drops,  25  lbs.  ea.,  @  12c. 
R.  Rowe,   30  da.,    1   doz.  bxs.  O.  Wafers,   7  lbs.  ea.,  @    12|c.  ;   3  doz.  bxs.  Fruit  Bis.,    14  lbs.   ea., 

@  12ic.  ;  2  doz.  bxs.  Oyster  Bis.,  2i  lbs.  ea.,  @  8c. 

30.  These  orders  have  been  filled  :   H.  McConnell,  7io'  "/30'  ^  '^°^-  tin§  Ar.  Bis.,  8  lbs.  ea.,  @  12^.; 

3  doz.  bxs.  Oyster  Bis.,  2^  lbs.  ea.,    @  8c.  ;   6   bxs.  Sodas,    20  lbs.  ea.,   (<*   7^.  ;   2  doz.  bxs. 
O.  Wafers,  7  lbs.  ea.,  @  12ic. 
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E.  Walker,  7io'  "l-60<  -^  ^'^'^-  ''''^^  ^^-  Scotch,  7  lbs.  ea.,  (§;  10c.  ;  5  doz.  bxs.  Assorted  Creams,  73  lbs., 

@  18c.  ;  4  drums  M.  Chocolates,  20  lbs.  ea.,  @  15c.  ;  6  drums  M.  Candy,  20  lbs.  ea.,  at  8c. 
Pay  the  bill  of  the  City  Electrical  Co.  for  Heat,  Light,  and  Power,  §175. 
31.    Deposit  all  cheques  ;  usual  exchange.     Complete  the  pay  sheet  and  pay  wages  to  date. 

Pay  up  to  date.     Post  totals.     O.K.  the  Petty  Cash  and  issue  cheque.     Close  the  Cash  Book  and 

bring  down  balances.     Take  a  Trial  Balance. 
Render  monthly  statements  to  G.  Morrison,  J.  Hayes,  and  H.  Curtis,   and  enclose   with  each  the 

necessary  draft  for  acceptance  or  note  for  signature.     Tlie  drafts  should  be  attached  to  the 

statements,  and  sent  through  the  bank. 

Make  out  the  Financial  Statements,  using  the  following  Inventoi  ies  : 

Biscuit  Material $800  Biscuit  [Maiui/actured  Goods) $3300 

Confectionery  ifaterlal 750  Comfectionery  {Manufactured  Goods) 1200 

Boxes,  etc 35 

Depreciation  w\  Plant  and  Machinery,  1  %, — ^%  each  half  month. 

Insurance  1 1  mos.  paid  in  advance. 

Travelling  e.xpen.ses  for  3  days  (estimated),  §16.50. 

Make  the  following  division  : 

Box  and  Shipping  (Cost  and  Inventory) — Biscuits,  |^;  Confectionery,  \. 
Depreciation  on  Plant  and  Machinery — Biscuits,  § ;  Confectionery,  ^. 
Heat,  Light,  and  Power — Biscuits,  ^  ;  Confectionery,  i  ;  General,  ^. 
Repairs — Biscuits,  f  ;  Confectionery,  i ;  or  enter  in  separate  accounts. 

Appropriation  of  Profit.s  : 

(a)  A  dividend  of  1%  is  declared. 

(6)  The  balance  is  to  be  brought  down  in  Profit  and  Loss  account. 
Prepare  the  Dividend  Book.     Pay  the  dividend  and  close  the  Cash  Book.     Close  the  books. 

EXERCISE  '^ 

From  the  following  information  prepare  Manufactui-ing,  Trading,  Profit  and  Loss  Accounts,  and 
Balance  Sheet;  also  Profit  and  Loss  Appropriation  Account  at  Dec.  31,  19^.  Accts.  Rec,  §105000; 
Accts.  Pay.,  $18000;  Sales  Retm-ns,  $1200;  Res.  for  Bad  Debts,  $5250;  BUls  Rec,  $15500;  Bills  Pay., 
$10000;  Bond  Issue  $100000;  Bond  Int.,  $6000;  Cash  Disc.  Sales,  $2200;  Cash  Disc.  Raw  Material,  $1500; 
Capital  Stock,  $120000;  Bank,  §23600;  Dividend  Acct.  (Interim),  $8400;  Factory  Exp.,  §2100;  Freight 
and  Duty-in,  $4500;  Freight-out,  $2500;  Gen.  Exp.,  §3200;  Insurance,  $1800;  Int.  and  Exch.,  $1700; 
Raw  Material  on  Hand,  $22000;  Work  in  Process,  $26000;  Finished  Goods,  $52000;  Furniture,  $1800: 
Plant,  $40000;  Postage,  $900;  Profit  and  Loss  (Credit),  $21070;  Purchase  Material,  $120000;  Purchase 
Finished  Goods,  $5000;  Taxes— Factory,  $3600;  Rent,  Office  and  Warehouse,  $1000;  Res.  for 
depreciation  of  Plant,  $4000;  Res.  for  Depreciation  of  Furniture,  §180;  Salaries,  §10000;  Sales,  $250000; 
Travelling  Sal.  and  Exp.,  §15000;  Wages,  §55000. 

Inventories  :  Raw  Material,  $25000;  Work  in  Process,  $38000;  Finished  Goods,  $45000;  Unexpired 
Insurance,  $300.  Allow  10%  depreciation  on  decreasing  balances  of  Plant  and  Furniture.  $2500  of 
Accts.  Rec.  are  bad;  write  off  into  Bad  Debts  Rec.  Accts.  and  increase  the  reserve  to  make  it  3%  of  total 
balances  of  Accts  Rec.  and  Bills  Rec.  stiU  outstanding.  Create  a  Sinking  Fund  for  redemption  of  Bond 
Issue  by  setting  aside  10%  of  same.  Charge  75%  of  Insurance  to  Manufacturing.  Charge  Trading  Acct. 
with  Manufactured  Goods  kt  Factory  cost. 
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By  Cost  Accounting,  is  meant  a  system  of  Accounting  so  arranged  and  so  complete  as  to  provide  the  data 
necessary  for  finding  tlie  complete  cost  of  the  manufactured  product  either  by  the  unit,  as  pound,  yard,  ton, 
etc.;  or  by  the  article,  as  a  boiler;  or  by  the  job 

The  primary  object  of  such  a  system  is,  therefore,  to  show — 

1.  The  cost  of  production. 

2.  The  analysis  of  such  cost. 

But  a  well-arranged  system  will  also — 

1.  Provide  reliable  records  of  work  done  for  future  reference. 

2.  Provide  the  means  of  detecting  waste  of  material  or  loss  of  time. 

3.  Act  as  a  check  on  managers  or  others  in  authority. 

4.  Make  possible  the  preparation  of  periodical  returns  wliich  will  show  the  progress  of  the  business. 

The  items  entering  into  the  complete  cost  of  a  manufactured  product  may  be  set  down  as  follows: 

1.  Material,  including  freight  and  duty. 

2.  Wages  of  workmen,  whether  by  the  piece  or  by  the  day. 

3.  Workshop  Expenses  including — 

(a)  Direct  expenses,  that  is  such  as  may  be  charged  directly  to  a  particular  job  or  contract. 

(b)  Indirect  Expenses  including  such  factory  expenses  as  wages  of  superintendence  and  of  Fore- 
men, Lighting,  Heating,  Rent,  Taxes,  Insurance,  Depreciation  and  Upkeep. 

4.  General   Expenses — Expenses  of  Distribution  and  Administration — Salaries  of  Officers  and 

Directors;  upkeep  of  office  and  warehouse;  Interest  and  Bank  Charges;  Travellers' salaries,  i 
commissions  and  ex-penses;  Bad  debts,  etc. 

5.  Profits. 

Note. — Material  and  Labour  make  up Prime  Cost 

Material,  Labour  and  Factory  Expenses  make  up Factory  Cost 

Material,  Laljour,  Fac.  Exp.  and  Gen.  Expenses  make  up Complete  Cost 

Material,  Labour,  Fac.  Exp.,  Gen.  Exp.  and  Profit  make  up Selling  Price 

See  cost  formula  page  137. 

Cost  accounts  may  be  divided  into  two  classes  in  which  while  the  principles  involved  are  the  same  the 
methods  of  record  are  different. 

In  the  first  class  are  the  accounts  of  all  factories  having  a  uniform  output  such  as  bread-stuffs,  textile 
fabrics,  etc.  For  these  it  is  necess;u-y  to  coUect  the  data  in  such  a  way  as  to  show  the  cost  of  processes  as  mixing 
or  dyeing  or  the  cost  of  the  product  on  the  basis  of  a  given  unit, — pound,  yard,  etc.  The  cost  of  processes  may 
in  some  cases  be  most  readily  found  by  special  tests  as  the  cost  per  hour  of  operating  an  oven.  Care  must  be 
taken,  however,  to  have  the  conditions  of  the  test  as  nearly  as  possible  the  normal  conditions  of  production. 

In  the  second  class  are  the  accounts  of  all  factories  producing  special  articles  or  filling  special  contracts. 
For  this  class  the  data  must  be  collected  so  as  to  show  the  cost  of  the  completed  article  or  of  aU  the  articles 
included  in  a  particular  contract. 

For  illustration  of  the  fust  method  of  collecting  the  data  and  entering  it  through  the  books  we  shall  take 
the  Confectionery  Department  of  the  business  of  Set.  VI,  divide  it  into  two  departments  "Chocolate"  and 
"Taffy"  and  record  the  transactions  for  June. 

The  books  will  be  arranged  to  show  the  average  price  per  pound  of  each  kind  of  candy  made  in  each 
department  Tests  will  also  be  suggested  for  finding  the  cost  of  the  product  according  to  any  special  recipe. 
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The  usual  books  of  account  for  a  manufacturing  business  will  be  kept.  In  addition  there  wiU  be  the 
necessary  books  and  accounts  for  record  of  the  control  and  cost  data.  The  elements  of  cost  may  be  considered 
in  order.     The  chart,  page  157,  should  receive  careful  study  step  by  step  in  this  connection. 

MATERIAL 
The  Storekeeper's  Record. 

The  material,  being  usually  an  important  item  in  the  cost  of  manufacture  should  be  accounted  for  as 
carefully  as  is  the  cash  or  the  time  of  the  employees,  and  should  be  placed  in  charge  of  a  storekeeper,  who  would 
check  up  all  the  invoices  of  material  received  and  issue  material  to  the  factory  only  upon  orders  from  the 
foremen.  The  record  should  be  of  the  nature  of  a  perpetual  inventory  showing  the  quantity  of  each  sort  of 
material  received,  the  quantity  issued  to  the  factory  and  the  bakmce  in  store.  A  lowest  limit  is  usually  set  for 
each  sort  of  material  in  store  and  when  this  limit  is  reached  the  storekeeper  reports  to  the  buyer  who  orders  a 
further  supply. 

STORES  SHEET 


o 
o 

No.. 

Miniir 

nm 

Date 

In 

Out 

Balance 

Date 

In 

Out 

Balance 

Forward 

. 

— 

- 



Forward 

J 

— 

The  Bookkeeper's  Record. 

In  addition  to  the  foregoing  record  of  perpetual  inventory  of  material,  which  does  not  in  any  way  affect 
the  accounting  record  the  bookkeeper  must  make  entry  of  material  tlu'ough  the  books  in  such  a  way  as  to 
show  (a)  Purchases  of  Material.     (6)  INIaterial  Used. 

MATERIAL 


No. 

When- 

RECEI\'ED 

L.F. 

Name 

Address 

Date  of 
I.vv. 

Terms 

Freight 

Amt.  of 

I.VVOICE 

1 

3 

4 

June 

2 
3 
3 
6 
9 

* 

IT 
9 

10 
i 

J 

16 
19 
13 
3 

Standard  Refining  Co. 
Gordon  King  (£,•  Co. 
Wilkinson  Box  Co. 
P.  W.  Hill  cfc  Co. 
Freight 

Boxes 
Material 

Freight 

Accta.  Payahle 

Montreal 

Montreal 

Toronto 

Toronto 

On  Inv.  1  and  3 

95.70 
562.95 

19.05 
639.60 

May 

SO 
1 

5 

/io>  "/eo 

V.O.    "/30 

19 

05 

227 

127 

95 

1S9 

SO 
SO 
70 
40 

19 

05 

639 

60 
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The  material  purchased  would  be  entered  in  the  usual  way  through  a  Material  Journal  which  should  be 
ruled  toshow  (]uantity  and  value  of  each  kind  of  material  bought.  The  form  suggested  for  Set  VII  is  given 
on  pages  1-18  and  149. 

Purchases  of  expense  items,  such  as  boxes  for  packing,  may  be  provided  for  by  special  columns  in  this 
book  or  a  separate  Purchase  book  may  be  kept  for  them. 

The  entries  in  the  Purchase  Journal  wiU  be  posted. 

(a)  By  invoices  to  the  credit  of  each  personal  account  concerned  in  the  Purchase  Ledger. 

(6)  By  total  of  "Invoice"  column  to  the  credit  of  Accounts  Payable  account  in  the  General  Ledger, 

(f)  By  totals  of  "Invoice"  and  "Freight"  columns  to  the  debit  of  Material  Account  in  the  General 
Ledger. 

(rf)  By  total  of  Freight  column  to  credit  of  Freight  account  in  the  General  Ledger. 

(e)  By  totals  of  all  the  special  colunms  to  the  debit  of  the  various  accounts  in  the  Material  Ledger. 

It  will  be  seen  from  the  above  that  just  as  the  Accounts  Payable  account  in  the  General  Ledger  is  a  control 
account  for  the  Purchase  Ledger  so  the  "Material"  Account  in  the  General  Ledger  is  a  control  account  for  the 
Material  Ledger. 

The  accounts  in  the  Material  Ledger  should  be  ruled  to  show  quantity  and  price  as  follows: 


Form  of  Account  in  Material  Ledger 


SUGAR  ACCOUNT 


uantity  Valm 


Quantity  Value 


As  already  stated  the  material  is  given  out  by  the  storekeeper  only  upon  order  from  a  foreman  in  the 
factory. 


Boxes 

Sugar 

Glucose 

Nuts 

Fl,AVOURI.NG 

Chocolate 

Cream 

Butter 

Remarks 

\vt. 

Amt» 

\vt. 

Amt. 

Wt. 

Amt. 

Wt. 

Amt. 

Wt 

Amt 

Wt 

Amt 

Wt 

Amt 

95 

70 

3901 

3901 
M.L. 

185 

10 
196 

30 
04 

1400 
1400 

M.I,- 

42 

3 

45 

oo\ 

86\ 
S6\ 

602 

60? 
M.L. 

175 
175 

60 
60 

Sgr. 

2gr. 
MJ,. 

21 

1 

60 

03 
63 

480 

480 
M.L. 

105 

3 
109 

60 

4S 
OS 

- 

60 

00 
M.L. 

13 
13 

SO 

Jo 



93 
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Form  of  Material  Requisition. 


Requisition  No.   1                                                                                Production  Order  No.     Creams  for  Slock 

Department ....  Chocolate                      MATERIAL   REQUISITION 

Date     June  2     19— 

Number  or 

Symbol 

Description 

Quantit.y 

a. 
o 

Price 

Amount 

Sugar 

Glucose 

Nuts 

Flavouring 

Chocolate 

Cream 

33 

6 
3  oz. 

12 

2    <10l. 

Requisition  Filled 
S.  C. 

Entered  on  Summary  of  Materials  Used 

Signed 

H.  Barker 

S 

ores  Clerk. 

Cost  Clerk 

Foreman 

These  orders  or  requisitions  are  then  summarized  and  entered  through  the  books — 

(a)  By  items  to  the  debit  of  the  particular  order,  job,  or  process  in  the  cost  Ledger  for  which  they 
were  requisitioned. 

(b)  By  totals  to  the  debit  oi    iManufacturuig  Account  or  Work  in  Process  Account  in   the   General 
Ledger  and  to  the  credit  of  Material  Account  in  the  General  Ledger. 

(c)  By  totals  to  the  credit  of  the  various  material  accounts  in  the  Material  Ledger. 


Form  of  Summary  of  Materials  I  \sed. 


Materials  Used 

Month  of                                                  

Cre.^ms 

1 

Date 

L.F. 

Sugar 

Glucose 

Nuts 

P'lavour- 
ings 

Choco- 
late 

Cream 

June 

&c. 
d-c. 

2 
3 
5 

SUMMAET 

Sugar.  ..  .lbs.  @.  ..  .    =$.  .  .  . 

Glucose .  .  .Ihs.  @, =    .... 

Nuts lbs.  @ =    .... 

&c.,  &c. 

3.5 
21 
35\ 
&c. 

14 
9 
13i 
&c. 

6 

3 

4i 

&c. 

3oz. 

2oz. 

3\  oz. 

&c. 

12 
9 
H 

etc. 

i  gal. 

i  " 

\i-c. 

Cm^t  of  Material  U.-ied  $ 

Total 
for  Mo. 

Total 
for  Mo. 

Do. 

Do. 

Do. 

Do. 

Do. 

1 

The  material  as  used  is  thus  transferred  from  Material  Account  to  Manufacturing  Account  or  Work  in 
Process  Account  in  the  General  Ledger. 
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The  balance  in  the  Material  Account  will  show  the  material  on  hand  and  will  prove  with  (a)  The  total 
of  the  balances  in  the  Material  Ledger.     (6)  The  total  of  the  balances  in  the  Storekeeper's  record. 

Entry  for  wastage  will  be  considered  under  Factory  Expense. 

The  question  of  prices  in  the  transfer  of  material  used  from  Material  Account  to  \york  in  Process  Account 
presents  a  difficulty.  In  a  business  such  as  the  Candy  business  purchases  of  material  are  made  at  various 
times  during  the  month  and  it  may  be  that  for  the  same  kind  and  grade  of  material  there  are  several  prices. 
The  average  price  as  shown  by  the  Purchase  Journal  and  including  Freight  and  other  charges  may  be  used. 
The  adjustment  for  any  slight  difference  in  total  value  would  be  transferred  to  Work  in  Process  Account  in 
the  same  manner  as  wastage  is  transferred.     See  page  152. 

PRODUCTIVE  LABOR 

By  entering  the  names  of  employees  on  the  Pay  Roll  in  groups  according  to  the  departments  in  wliich 
they  are  employed  the  total  of  wages  for  each  department  may  be  obtained,  and  this  would  be  all  that  would  be 
required  if  the  object  were  to  find  the  average  cost  per  pound  in  each  department. 

If,  however,  the  purpose  is  to  find  the  average  cost  per  unit,  or  the  cost  per  job  or  contract  the  data  for 
leibour  cost  would  have  to  be  talien  from  the  workmen's  cards,  analysed  and  summarized  then  posted  to  the 
debit  of  proper  Cost  Ledger  accounts  and  the  sum  total  posted  to  the  debit  of  Manufacturing  Account  or  \A'ork 
in  Process  account  in  the  General  Ledger. 

The  entries  for  payment  and  distribution  of  Productive  labour  would  be.  (a)  At  regular  pay  day,  Pay 
Roll  Dr./Bank  Cr.  (b)  From  sunmiary  of  Workmen's  Cards,  Work  in  Process  Dr.  1000,  Cost  Ledger 
accounts  Dr.  1000/Pay  Roll  Cr.  1000. 


Suggestive  Form  of  Time  Report  Card. 


Xame. 

H.  Barker 

Date June  2 

Xo..  . 

.1 

DAILY  TIME  REPORT 

Department    Chocolat 

For  Office  Use  Onlv 

Order 
Number 

Nature  of  Work 

Time- 
Started 

Time 
Finished 

Hours 
Worked 

Rate 

Amount 

Cost  Led. 
Folio 

Productive 

Stock 

Creams 

8  A..V. 

10  A.M. 

e 

60 

1.20 

/ 

Chocolates 

10  A.M. 

12  A.M. 

2 

60 

1.20 

_ 

Caramels 

1  P.M. 

3  P.M. 

2 

60 

1.20 

_ 

Bonbons 

3  P.M. 

■5  P.M. 

2 

60 

1.20 

_ 

Non-Product  ive 

Gen.  Oversight 

S  A.M. 

.5  P..V. 

S 

1-5 

1 .20 

~ 

Entered 

Cost  Dept. 

Ent 

;rcd  Pay  Roll 

Approved 

Date.  . . 

19.  ...        By.. 

Date 

...19... 

By H.B. 

Foreman 

Such  cards  may  be  u.sed  in  addition  to  the  usual  "in  and  out"  csu'ds  shown  on  page  130,  or  they  may  be 
filled  in  as  the  only  time  card  for  the  workmen. 

The  data  from  the  workman's  daily  report  card  should  be  collected  on  a  Department  Pay  Roll  and  pro- 
perly classified.     From  the  Department  Pay  Roll  it  should  be  transferred  to  the  Summary  Pay  Roll. 
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Suggestive  Form  of  Deparlment  Pay  Roll. 


Department  1. 


Chocolate 


PAY  ROLL 


Half  month  ending  June  1.5,  19- 


No. 


Name 

Productive 

Creams 

Barker,  H 

Cameron,  C 

Mason,  T 

Chocolates 

Barker,  H 

Leuris,  R 

Walker,  J 

Caramels 


Total 
Hours 


104 

73 


104 


Bonbons 
N  on-Productin 
Barker,  H 


eo 

SO 


104 


13.50 
62.40 
31 .90 

12.30 
62.40 
IS. 60 


Paid 

Check 

No. 


Total  carried  to  Summary  Pay  Roll . 


Time  and  rates  checked 
Timekeeper 


Entered  Summary  Pay  Roll 
P.C. 


Approved 


.H.B.  Foreman 


FACTORY   OVERHEAD 

The  material  and  labour  make  up  the  prime  cost  of  a  product  but  it  is  obvious  that  the  finished  product 
costs  more  than  this.  Factory  space,  supplies,  Ught,  heat,  power,  machinery,  etc.,  have  been  used  and  a  fore- 
man or  a  superintendent  has  spent  aU  or  part  of  his  time  directing  the  workmen.  Every  part  of  the  output 
must  bear  its  due  proportion  of  these  expenses.  Some  of  them,  such  as  supplies,  will  be  entered  through  the 
purchase  book  and  collected  by  means  of  a  special  column  therein.  Others  will  be  entered  through  the  cash 
book  when  paid  and  totalled  by  means  of  a  special  column  in  this  book.  The  totals  of  these  colunms  will  be 
charged  to  a  Factory  Overhead  account  in  the  General  Ledger.  For  fuller  information  regarding  the  cost  of 
these  expenses  an  Analysis  sheet  may  be  used  just  as  it  was  for  details  of  general  expenses.  This  analysis  sheet, 
summary,  or  recapitulation  as  it  is  sometimes  callted,  constitutes  the  Factory  Overhead  Ledger,  controlled  by 
the  Factory  Overhead  account  in  the  general  ledger. 

Wastage  of  Material  would  be  checked  up  at  the  time  of  stock  taking  and  the  amount  would  be  transferred 
to  this  account  by  the  entry;  Factory  Overhead  Dr./Material  Accoimt  Cr.,  the  amount  being  entered  on  the 
analysis  sheet. 
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Form  of  Summary  Pay  Roll. 


SUMMARY  PAY  ROLL 
All  Departments                                                                                                            Half  month  ending  June  15,  19— 

Dept. 
No. 

Remarks 

Direct 

Indirect 

General 

Total 

Hrs. 

Amount 

Hrs. 

Amount 

Hrs. 

Amount 

Hrs. 

Amount 

1 
2 

Chocolate  Dept 

Taffy  Dept 

Office 

Salesmen 

Shipper 

Storekeeper 

ag 

Checked 

Cost  Deot. 

Entered 

Clerk 

-\pprovcd 

Pay  Poll  Dent 

These  items  of  Factory  Overhead  cannot  be  charged  directly  to  any  unit,  the  whole  of  them  must,  however, 
be  borne  by  the  output  for  the  period. 

Various  methods  of  distributing  these  expenses  have  been  adopted.     A  common  method  is  to  calculate 

the  percentage  of  the  whole  factory  overhead  for  a  period  on  the  whole  labour  cost  for  the  same  period,  thus 

Factory  Overhead  for  Period 

- — ; : z— ; — — :—■  =rate.      Then  charge  to  every  imit  of  output  this  per 

Productive  Labour  cost  lor  Period 

cent,  of  the  labour  cost  of  the  unit. 

Care  must  be  taken  to  select  the  data  from  which  the  rate  is  obtained  from  average  conditions  in  the 
factory  and  not  from  any  unusual  period. 

Using  the  rate  obtained  as  just  descrUied  the  overhead  is  charged  to  each  account  in  the  cost  Ledger  and 
is  summarized  and  entered  tiirough  the  General  Ledger;  Work  in  Process  Dr./Factory  Overhead  Cr. 

If  carefully  obtained  the  rate  should  distribute  all  the  overhead  for  a  period  to  work  in  Process  for  the 
same  period  and  to  the  accounts  in  the  Cost  Ledger  for  the  same  period. 

We  have  now  found  the  Factory  cost  of  the  output  and  it  should  be  transferred  from  ^^'ork  in  Process 
account  to  Finished  Goods  account  by  the  entry;  Finished  Goods  Dr./Work  in  Process  Cr. 

Work  in  Process  Account  is  the  control  account  for  the  Cost  Ledger  and  as  the  Factory  Overhead  is 
charged  to  Cost  Ledger  accounts  it  should  be  entered  on  the  summary  and  the  Cost  Ledger  accounts  should 
then  be  transferred  to  the  Finished  Goods  Ledger  where  the  General  overhead  will  be  added.  Goods  pro- 
duced are  reported  to  the  office  by  returning  the  order  or  by  making  a  report  of  goods  produced  daily,  which 
report  is  entered  on  a  Summary  to  be  totalled  and  posted  at  regular  intervals. 
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Form  of  Summary  of  Goods  Manufactured 


Goods  Manufactured 

Chocolate  Department 

Date 

Creams 

Chocolates 

Caramels 

Bonbons 

June 
&c. 

2 
3 

63  lbs. 

60  lbs. 

&c. 

38  lbs. 

50  lbs. 

&c. 

38  lbs. 

63  lbs. 

&c. 

105  lbs. 

79  lbs. 

&c. 

Total 

Total 

Total 

Total 

GENERAL   OVERHEAD 

The  expenses  of  selling  and  of  administration  must  likewise  be  borne  in  due  proportion  by  each  unit  of 
output.  Like  the  Factory  Overhead  the  items  as  bought  or  paid  will  find  their  way  tlirough  Purchase  book 
or  Cash  book  and  will  be  totalled  by  special  columns.  The  totals  from  these  columns  will  be  posted  to  a 
General  Overhead  account  in  the  General  Ledger.  The  items  may  be  collected  under  appropriate  headings 
on  an  analysis  sheet  thus  forming  the  General  Overhead  Ledger. 

The  General  Overhead  may  be  distributed  to  the  accounts  in  the  Finished  Goods  Ledger  in  the  same 
maimer  as  the  Factory  Overhead  was,  that  is,  by  a  percentage  on  Labour  Cost,  obtained  by  taking  the  whole 
of  the  General  Overhead  for  a  period  on  the  labour  cost  for  the  same  period.  Or  it  may  be  distributed  on  the 
basis  of  Factory  cost  thus — 


General  Overhead  for  Period 
Factory  Cost  for  Period 


^rate,  to  be  taken  on  Factory  Cost  per  unit  and  added  to  cover  General  overhead. 


Whichever  method  may  have  been  decided  upon,  the  overhead  would  be  charged  to  each  particular 
account  in  the  Finished  Goods  Ledger,  summarized  and  entered  through  the  General  Ledger;  Finished  Goods 
Dr./General  Overhead  Cr. 

The  rate  used  should  distribute  all  the  General  Overhead  for  any  period  over  the  output  for  the  same 
period. 

In  Set  VII  the  Finished  Goods  Ledger  will  not  be  provided  for  but  as  the  accounts  are  transferred  from 
the  Cost  Ledger  the  general  overhead  will  be  added  and  the  cost  per  poimd  ascertained.  The  overhead  will 
be  sunmiarized  and  entered;  Finished  Goods  Dr./General  Overhead  Cr.  The  Finished  Goods  will  already 
have  been  transferred  from  Work  in  Process  account  by  the  entry;  Finished  Goods  Dr./Work  in  Process  Cr. 

The  Finished  Goods  account  will  now  show  the  complete  cost  of  all  manufactured  goods.  The  goods  are 
transferred  to  the  stock  room  and  the  stockkeeper  must  then  account  for  all  goods  on  hand  at  beginning 
and  all  goods  produced  during  the  period.  An  inventory  of  stock  at  close  of  the  period  will  show  the  amount 
on  hand  Euid  this  deducted  from  the  total  cost  of  all  the  goods  will  leave  the  cost  of  the  goods  sold. 

As  shipped  from  stock  the  goods  are  credited  to  Finished  Goods  account  and  charged  to  Cost  of  Sales 
account  by  the  entry;  Cost  of  Sales  Dr./Finished  Goods  Cr.     This  entry  is  made  from  the  shipping  order. 

The  invoices  are  sent  out  from  the  office  charging  customers  and  the  entry  is  then  made;  Accounts 
Receivable  Dr./Sales  Account  Cr. 

Following  this  method  the  Finished  Goods  account  becomes  practically  an  inventory  account,  the 
beJance  being  at  any  time  the  goods  on  hand. 
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The  form  of  the  Cost  Ledger  account  below  will  be  followed  by  General  Ledger  accounts  showing  the 
arraDgement  and  content  of  the  accounts  already  described.  The  Cost  of  Sales  account  is  omitted  as  it  will 
also  be  in  Set  VIL  the  cost  of  goods  sold  being  carried  directly  from  Finished  Goods  a/c  to  Sales  a/c. 

The  chart  on  page  157  is  intended  to  present  a  summary  of  the  data  and  entries  entering  into  the  records 
of  a  plant  having  a  cost  accounting  system. 


Form  of  Cost  Ledger  Account — the  form  may  be  adapted  either  to  continuous  production  or  to  contracts. 


Customer      SlocI;  Room 
Address 


Order  for 
To  be  completed 


Creams 
June  3,  19- 


Urder  Xo. 
1 


Req.  No. 


Material 


Amount 


( )vtTlicad 


Sugar,  35  lbs.  @  Tj 
Glucose,  14  lbs.  (g  5\ 
Nuls  6  lbs.  @  30 
Flavouring  3  oz.  @  o\ 
Cliocotale  12  @,  30 
Cream  j  gals.  1 .80 


=  2.63 

=  .rj, 

=  1.80 
=    .1 
=3.6 
=    .90 

9.84 


Barker,  2  hrs  (a   60      =1.30;  Factory 


Material . 


Cameron,  8  tirs.  @  60  =  4.80 
Mason,  8  tirs.  @  30     =2.40 


8.40 


20%on8.40  =  l  .68 Labour 


Gen. 

20%  an  21. .52=4.30 


9.84 
8.40 
32  boxes®  5^1. 60 
Fac.  Overheadl  .68 


Fac.Cost..  .21.52 

Gen.    Over- 

tiead 4. SO 

25.82 
Amt.     Pro- 
duced .  .  .63  lbs. 
Average     price, 

41e 


EXERCISE 

1.  A  client  supplies  the  following  information  covering  one  year's  operations:  Sales,  $30,000.  Total 
cost  of  sales  made  up  as  follows: — Selling  expenses  20*^"^,  administration  expenses  12.8%,  cost  of  manufacturing 
67.2%.  The  net  profit  amounts  to  15%  of  the  Selling  Price.  The  Manufacturing  Cost  is  made  as  follows: — • 
MatericJs  45%,  Labour  .35%,  Overhead  20%.  The  inventories  are  as  follows: — Materials,  Jan.  1st,  $7,000, 
Dec.  .31,  $7,500;  Finistied  Goods  Jan.  1st,  §2,000,  Dec.  31st,  $2,000;  Material  in  Process,  Jan.  1st,  .$3,000; 
Labour  in  Process.  Jan.  1st,  $1,600;  Mfg.  Expenses  in  Process,  $1,200.  Charges  during  the  year:  Materials, 
$12,352;  Labour,  $9,796;  Mfg.  Expenses,  $5,512.  Prepare  Material,  Manuf.,  Trading,  Profit  and  Loss  Accounts 
for  your  client. 

2.  A  facton,-  has  three  Depts.,  .\.,  B.  and  C.  The  books  for  the  year  show: — Mat.  used,  Dept.  A.,  $27,900, 
Dept.  B.,  $.32,375,  Dept.  C,  $56,850;  Wages,  Dept.  A.,  $20,000,  Dept.  B.,  .$25,000,  Dept. .  C,  $30,000.  The 
expense-s  for  the  year  have  been  Rent  of  Office,  -$2,700,  Rent  of  Factory,  $3,300;  Plant  repairs,  .$275;  Cash 
Discount  cost  $330:  Depreciation  of  Plant,  -$2,200;  Office  Ex-penses,  $1,135  Ht.,  Light  &  Power,  Factory, 
$2,100,  Office,  $220:  Int.  &  Disc,  cost  §115;  Salesmen's  Sal.,  -$4,000,  Off.  Sal.,  §3,000.  Distribute  the  Factory 
Expense-s  jimong  the  Departments  on  the  basis  of  Factory  Wages,  and  the  General  Expenses  on  the  basis  of 
Factory  Cost. 

Find  the  cost  per  unit  to  manufacture  in  each  depsutment,  given  the  number  of  units  produced,  Dept.  A.. 
25,000,  Dept.  B.,  30.000,  Dept.  C,  50,000. 

3.  At  the  clo.se  of  19 — the  books  of  Ye  Olde  Print  Shop  show  the  following  summary  for  the  year.  Total 
output  of  the  factorj'  $30,000;  wages  $10,000;  Office  rent  $180;  Factory  rent  §350;  Insurance  §240;  Taxes  §90; 
Interest  paid  §150;  Office  Salaries  $2,150;  Salesmen's  Salaries  and  Expenses  §1,850;  Fuel  Light  and  Power  §210. 
Allow  5%  depreciation  on  Plant  valued  at  $6,000,  and  15%  on  Type  valued  at  §2,000. 

Make  an  estimate  on  the  following  job  allowing  for  10%  profit  on  binding  sub-let  and  35%  working  profit: 
— One  thousand  wire  stitched  and  paper  bound  catalogues,  e,stimated  cost  of  paper  $40,  wages  in  printing 
department  $25.  wages  in  lithographing  department  $35,  stitching  and  binding  $20. 
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RAW  MATERIAL 


19 

Jan. 

Dec. 


19 
Jan. 


On  hand . . . 
Purchases. 


= 

15720 
94330 

19 
Dec. 

31 
31 
31 

110040 

19S40 

Issued  from  Stores  .  .  . 
Adjtistment  for  Waste . 
On  hand 


89760 

UO 

19840 


110040 


MA X UFA C T URIXG  OVERHEA D 


19 

Jan. 

Dec. 

31 

" 

31 

" 

31 

31 

19 

Jan. 

1 

Balance 

Purchases 

Depreciatioyi  of  Plant . . 
Non-productive  Labour. 
Adjustment  for  Waste..  . 


. 

120 
7760 

690 
1160 

UO 

19 
Dec. 

31 
31 

20170 

150 

Distributed    as    per  Sum- 
mary Sheets 

Balance 


WORK  IX  PROCESS 


19 

Jan. 

1 

Dec. 

31 

" 

31 

31 

19 

Jan. 

1 

Inventory 

Material  from  Stores. 
Productive  Labour . . . 
Factory  Overhead .... 


Balance  dovm . 


8270 
89760 
59840 
20020 

19 
Dec. 

31 
31 

177890 

9160 

Factory    Cost   of  Finished 

Goo'ds 

Balance  down 


GEXERAL  OVERHEAD 


168730 
9160 


19 

Jan. 

1 

Dec. 

31 

" 

31 

" 

31 

31 

19 

Jan. 

1 

Balance 

Paid  during  year 

Discount  off  Sales . ..  . 

Bad  Debts  Reserve 

Depreciation  of  Fum. 


Balance . 


275 
12870 
720 
975 
160 


15000 


19 
Dec. 


140 
FINISHED  GOODS 


Distributed    as    per  Sum- 
mary Sheet 

Balance  down 


14860 
140 


19 

Jan. 

1 

Dec. 

31 

31 

19 

Jan. 

1 

On  hand 

Factory    Cost   of   Finished 

Goods 

General  Overhead . . . 


Balance  doum . 




7290 

168730 
21090 

19 
Dec. 

31 

31 

197110 

9120 

Cost  of  Sales  .... 
Balance  on  hand . 


1S7990 
9120 


SALES  ACCOUXT 


19 

Dec. 

31 

31 
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To  Finished  Goods 
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SET  vn 

CANDY  MANUFACTURING— COST  FINDING 

Special  Features — Tlie  books,  forms  and  accounts  incident  to  cost  accounting  in  a  factory  having  a 
uniform  output  of  various  lines  in  two  departments. 

INSTRUCTIONS 

(a)  Books  to  be  Used. — General:  Material,  Sales,  Cash,  Bill  and  General  Journals.  General,  Purchase 
and  Sales  Ledgers.  Special;  Material  Ledger,  Cost  Ledgers,  Summary  of  Material  Used,  Sununary  of  Goods 
I*roduced,  Analysis  sheets. 

(6)  Tlie  Material  Journal  will  have  columns  for  each  kind  of  material  used  and  for  boxes.  The  Sales 
Book  will  have  a  column  for  each  department  and  for  totals. 

(c)     The  Ceish  Book  will  have  the  same  special  columns  as  Set  VI. 

(rf)  The  workmen's  time  cards  need  not  be  made  out.  The  Department  pay  roll  may  be  prepared  from 
the  Foreman's  daily  time  report.  The  pay  envelopes  would  be  made  up  from  the  Department  Pay  Rolls  and 
these  may  then  be  included  in  total  in  the  General  Pay  RoU. 

(e)  Keep  a  Factory  Overhead  account  and  a  General  Overhead  account  in  the  General  Ledger.  Post 
to  these  from  Special  columns  and  obtain  details  by  means  of  Analysis  Sheets. 

if)  Tlie  General  Ledger  will  have  a  Work  in  Process  account  for  each  department  wliich  will  prove 
with  the  Cost  Ledger  for  the  department.  Separate  accounts  ^vill  also  be  kept  for  Finished  Goods,  and  Sales 
in  each  Department. 

(g)  M  containers  will  be  entered  under  the  heading  "Boxes."  The  cost  should  be  distributed  as  direct 
expenses  to  the  various  classes  of  goods  produced. 

DIRECTORY 

This  will  be  the  same  as  for  Set  VI.  with  the  addition  of  Dominion  Bottle  Co.,  Toronto. 

LEDGERS 

The  Sales  and  Purchase  Ledgers  for  Set  VI.  will  be  continued 

Material  Ledger — Two  pages  4  accounts  to  the  page. 

Cost  Ledgers      — Chocolate  Department  1  page  4  accounts. 

Taffj'  Department  1  page  4  accounts. 
General  Ledger — Close  out  the  Ledger  of  Set  VI.  as  mstructed  and  open  account  for  Set  VII.  in  the  following 
order. 

1.  Petty  Cash.  21.  Accts  Pav'le.     31.  Freight-in.               41.  Disc,  off  Pur.          51.  Fini.shed  Goods 

2.  Travellers'  Allowances.  22.  B.  Pav'le".           32.  Material.                  42.  Disc,  off  Sales.                   Chocolates. 

3.  Accounts  Rec'le.  23.  Capital  Stock.  33.  Boxes.                       43.  Insurance.                52.  Fmishcd  Goods 

4.  Bills  Rec'le.  34.  Pav  Roll.                 44.  General  Overhead.             Taffy. 

5.  Real  Estate.  35.  Heat,  Lt..  &  Power.  53.  Chocolate  Sales. 

6.  Plant.  36.  Fac.  Overhead.  54.  Taffy  Sales. 

7.  Depreciation  on  Plant.  37.  Work  in  Process  Chocolate.  55.  Profit  &  Loss. 

8.  Furniture.  38.  Work  in  Process  56.  Appropriation  of 

9.  Depreciation  on  Furn.  Taffy.  Profits. 

10.  Insurance  Prepaid. 

11.  Reserve  for  Bad  Debts.  jjg 
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MEMORANDA  OF  TRANSACTIONS    SET  VII 

June  1.  The  directors  of  the  Ontario  Biscuit  and  Confectionery  Co.,  Limited,  have  recommended  that  the 
manufacture  of  Biscuits  be  discontinued,  and  that  the  plant  for  the  output  of  confectionery  be 
increased;  also  that  the  name  of  the  Company  be  changed  to  the  Ontario  Confectionery  Co.,  Limited. 
These  recommendations  have  been  approved  by  the  shareholders,  application  has  been  made  for 
power  to  change  the  name  as  recommended,  and  supplementary  Letters  Patent  have  been  issued 
accordingly. 

The  Plant  and  stock  of  biscuits  have  been  sold  to  James  Robertson,  the  foreman  of  that  department, 
who  has  formed  a  company  to  continue  the  business.  He  takes  over  the  plant  at  $3,000,  and  the 
stock  of  biscuits  and  material  at  90  cents  on  the  dollar  of  the  inventory  price  and  pays  for  the  same 
by  cheque.  The  bank  account  of  the  Ontario  Biscuit  and  Confectionery  Co.  is  transferred  in  the 
same  bank  to  the  Ontario  Confectionery  Co.  and  the  cheque  received  from  Mr.  Robertson  is  deposited. 
The  confectionery  plant  remaiiung  is  valued  at  81,500. 

The  Williamson  Iron  ^\'orks  have  completed  the  inst;illation  of  an  addition  to  the  Confectionery  Plant, 
costing  $2,000,  and  they  have  been  paid  by  cheque. 

The  work  is  to  be  carried  on  in  two  departments  for  which  the  following  hands  have  been  employed. — 

Chocolate  Department:  Henry  Barker,  foreman,  at  75^  an  hour;  C.  Cjuneron,  R.  Lewis,  J.  Forbes,  K.  Hall, 
at  60^  an  hour,  all  beginning  to-day;  T.  Mason,  J.  Walker,  L.  Black  at  30 ji  an  hour,  all  beginning 
June  2. 

Taffy  Department:  R.  Ellis,  foreman,  at  70 fi  an  hour,  R.  Miller,  L.  Small,  T.  Jones,  J.  Price  at  50(5  an 
hour,  all  beginning  to-day;  R.  Knox  and  F.  Sinclair  at  25 j5  an  hour  beginning  June  2. 

Student  continues  as  bookkeeper  at  §150  a  month;  W.  Smith  as  storekeeper  at  §100  a  month.  Miss  M. 
Dunlop  as  stenographer  at  S18  a  week;  J.  Fraser  as  shipper  at  $30  a  week;  A.  Churchill  and  E.  Summers 
as  salesmen  at  §150  a  month. 

Oi)en  the  general  and  department  pay  rolls  and  enter  the  foregoing  names.  H.  Barker's  time  is  to  be 
charged  at  60;!  an  hour  as  direct  labour  and  at  15(f  an  hour  full  tune  as  overhead.  R.  Ellis's  tune  is 
to  be  charged  at  50(5  an  hour  as  direct  labour  and  at  20^  an  hour  full  time  as  overhead. 

Make  entries  in  the  Journal  of  Set  VI  for  all  transactions  relating  to  the  re-organization.  Post  them,  then 
close  out  the  ledger  and  prepare  a  new  balance  sheet  as  after  closing.  Using  this  balance  sheet 
make  an  opening  journal  entry  for  Set  VII  on  a  new  page  of  the  Journal.  Post  to  the  General  Ledger 
ruled  for  Set  VII  and  take  off  a  trial  balance. 

The  distribution  of  inventory  items  is  as  follows:  Finished  Goods  on  hand  §1200  is  distributed  to  the 
Chocolate  Depiu-tment,  Creams,  575  lbs.,  @  40(5,  $230;  Chocolate,  325  lbs.,  @  40^,  $130;  Caramels, 
450  lbs.,  @i  -lOi,  §180;  Bonbons,  600  lbs.,  @  35(5,  $210;  total  $750;  to  the  Taffy  Department,  B.  Scotch, 
300  lbs.,  @  35(5,  S105;  Taffy,  250  lbs.,  @  40(5,  $100;  S.  Candy,  400  lbs.,  @  35(5,  $140;  Ass.  Tablets, 
300  lbs.,  @  35(5,  $105;  total  $450.  Material  on  hand,  $750,  includes  Sugar,  4632  lbs.,  S330;  Nuts, 
266  lbs.,  $60;  Flavouring,  528  oz.,  §30;  Glucose,  4000  lbs.,  §210;  Cnocolate,  420  lbs.,  $120.  Open 
accounts  in  the  Material  Ledger  m  the  following  order — Butter,  Chocolate,  Cream,  Flavouring, 
Glucose,  Nuts,  Sugar.     Enter  the  foregoing  items. 

Time  is  to  be  entered  from  the  workmen's  time  cards  on  the  Department  Pay  Rolls  as  follows — 

Chocolate  Department:  Creams:  Barker,  2  hrs. ;  Cameron,  8  hrs.;  Chocolates:  Barker,  2  hrs.;  Lewis, 
8  hrs.;  Caramels:  Barker,  2  hrs.;  Forbes,  8  hrs.;  Bonbons:  Barker,  2  hrs.;  Hall,  8  lirs.  Taffy  Depart- 
ment: Butter  Scotch:  Ellis,  2  hrs.;  Miller,  8  hrs.;  Taffy:  Ellis,  2  hrs.;  Small,  8  hrs.;  Stick  Candy: 
Ellis,  2  hrs.;  Jones,  8  hrs.;  Ass.  Tablets:  EUis,  2  hrs.;  Price,  8  hrs. 

2.      Arrangements  have  been  made  with  the  Milk  Supply  Co.  to  deliver  milk  and  cream  as  recjuired,  the  bill 
to  be  paid  weekly.     Price:  milk,  33(5  a  gal.;  cream,  $1.80  a  gal. 
Receive  the  following  invoice  from  the  Standard  Refining  Co.,  May  30,  Vio,  %o:  15  bbls.  G.  Sugar,  280-22, 
285-21,  283-24,  282-20,  286-23,  280-22,  282-24,  283-24,  282-24,  281-22,  280-23,  285-21,  283-24,  280-22, 
286-21  (g,  71(5;  5  bbls.  Glucose,  280  lbs.  ea.,  @  5i{5. 
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These  orders  have  been  filled:  R.  Abbott,  30  da.,  50  boxes  Chocolates,  100  lbs.,  @  HOi;  12  bxs.  Ass.  Creams, 

60  lbs.,  @  50>f;  10  bxs.  Caramels,  20  lbs.,  @  50e. 
A.  W.  Case,  30  da.,  6  drums  Wr.  Taffy,  90  lbs.,  @  45f^;  10  tins  Bu.  Scotch,  70  lbs.,  @  Soji;  5  drums  S. 

Candy,  100  lbs.,  @  35^. 
Pay  L.  Jordan  &  Co.  by  cheque  for  4  tons  Coke  at  $10.00. 
Pay  for  excise  stamps  in  cash  -SI. 50. 

Installed  Office  Furniture  worth  .$500  and  paid  for  the  same  by  cheque. 
The  foremen  in  the  departments  report  for  the  day  as  foUows. — 

Creams:  Material;  Sugar  35  lbs.,  Glucose  14  lbs.,  Nuts  6  lbs.,  Flavouring  3  oz.,  Chocolate  12  lbs.,  Cream  t  gals. 

Labour — Barker  2  hrs.,  Cameron  8  hrs.,  Mason  8  hrs.     Produced  — 6.3  lbs. 
Chocolates:  Material;  Sugar  22  lbs.,  Glucose  7  lbs.,  Nuts  3  lbs.,  Flavouring  2^  oz.,  Chocolate  7  lbs.,  Cream  j  gal. 

Labour — Barker  2  hrs.,  Lewis  8  hrs.,  Walker  4  hrs.     Produced — 38  lbs. 
Caramels:  Material;  Sugar  22  lbs.,  Glucose  7  lbs.,  Nuts  3  lbs.,  Flavouring  2j  oz.,  Chocolate  6  lbs.,  Cream  J  gals. 

Labour — Barker  1  hr.,  Forbes  8  hrs.,  Black  4  hrs.     Produced — 38  lbs. 
Bonbons:  Material;  Sugar  76  lbs..  Glucose  18  lbs..  Nuts  Sj  lbs.,  Flavouring  4  oz.,  Chocolate  0,  Cream  1  gal. 

Labour— Barker  3  hrs.,  Hall  8  hrs.,  Walker  4  hrs.     Produced~105  lbs. 
Butter  Scotch:  Material;  Sugar  31  lbs.,  Glucose  16  lbs.,  Nuts 0.,  Flavouring  22  0z.,  Chocolate 0.,  Cream 0.,  Butter 

2  lbs. 

Labour — Ellis  2  hrs.,  Miller  8  hrs.,  I\jiox  4  hrs.     Produced — 45  lbs. 
Taffy:  Material;  Sugar  30  lbs..  Glucose  10  lbs.,  Nuts  15  lbs.,  Flavouring  3  oz..  Chocolate  C,  Cream  0.,   Butter 

1  lb. 

Labour — Ellis  3  hrs..  Small  8  hrs.,  Sinclair  4  hrs.     Produced — 50  lbs. 
Stick     Candv:     Material;   Sugar,  15   lbs.;    Glucose,  6  lbs.;   Nuts,   0;    Flavouring,   2  oz.;   Chocolate,   0; 
Cream,  0;   Butter,  0. 

Laboiu-;  Ellis  1  hr.,  Jones  8  hrs.,  Knox  4  hrs.     Produced  20  lbs. 

Assorted  Tablets:  Material;  Sugar,  29;  Glucose,  13;  Nuts,  0;  Flavouring,  2j  oz.;  Chocolate,  0;  Cream,  0; 
Butter,  0. 

Labour;  Ellis,  2  hrs.;  Price,  8  hrs.;  Sinclair,  4  hours.     Produced  45  lbs. 

Note. — In  giving  the  daily  report  hereafter,  names  will  be  omitted;  amounts  only  will  be  given  for  the 
materials  and  in  the  same  order  as  above.     The  employees  will  be  designated  by  their  number  on  the  pay  roll. 
Barker  1,  Cameron  2,  Lewis  3,  Forbes  4,  Hall  5,  Mason  6,  Walker  7,  Black" 8,  Ellis  9,  Miller  10,  Small  11, 
Jones  12,  Price  13,  Knox  14,  Sinclair  15. 

3.     Receive  the  following  invoices:  Gordon  King  &  Co.,  June  1,  Vio,  "/m.  2  gross  Ass.  Flavourings  @  $1.32  a 

doz.;  20  bxs.  Chocolate,  24  lbs.  ea.,  @  30  ff. 
The  Wilkinson  Box  Co.,  June  2,  n/c,  an  invoice  of  boxes,  S95.70. 
These  orders  have  been  filled:  R.  Rowe,  30  da.,  40  bxs.  Caramels,  80  lbs.,  @  -iHi;  20  bxs.  Ass.  Creams, 

25  lbs.,  @  45«';  15  tins  Bu.  Scotch,  7  lbs.  ea.,  &■  SS.*. 
W.  J.  Riddell,  30  da.,  100  boxes  Bonbons  200  lbs.,  @,  35t':  6  drums  Wr.  Taffy,  15  lbs.  ea.,  @  45^;  25  bxs. 

Caramels,  50  lbs.,  @  50c. 
Receive  from  H.  McConnell,  his  cheque  for  the  amount  of  his  bill  of  May  30,  less  disc. 
Receive  the  following  invoice:  Dominion  Bottle  Co.,  Toronto,  June  2,  Vio>  Vs".  125  glass  containers  at 

30  j^,  charge  to  "Bo.xes"  account. 
The  foremen  of  the  departments  report  for  the  day. — 

Creams:  Material  21,  9,  3,  2,  9,  *,  0;  Labour"l-2,  2-8,  6-6.     Produced— 60  lbs. 
Chocolates:  Material  17,  7,  5,  IJ,  12,  i,  0;  Labour  1-2,  3-8,  7-5.     Produced— 50 lbs. 
Caramels:  Material  22,  9,  4,  2,  10,  i,  0;  Labour  1-1,  4-8,  8-4,  6-2.     Produced— 63  lbs. 
Bonbons:  Material  27,  13,  3,  2;,  0,  i,  0;  Labour  1-3,  5-8,  8-4,  7-3.     Produced— 79  lbs. 
Butter  Scotch:  Material  32,  13,  0,  2h  0,  0,  2;  Labour  9-2,  10-8,  14-4.     Produced— 45  lbs. 
Taffy:  Material  30,  10,  18,  3^,  0,  0,  1;  Labour  9-3,  11-8,  15-5.     Produced— oS  lbs. 
Stick  Candy:  Material  15,  12,  0,  li,  0,  0,  0;  Labour  9-1,  12-S,  15-3.     Produced— 27  lbs. 
Assorted  Tablets:  Material  35,  16,  0,  3^  0,  0,  0;  Labour  9-2,  13-8,  14-4.      Produced— 50  lbs. 

Travellers  report  expenses  for  the  week;  ChurchiU,  $15.50;  Summers,  $16.30. 
5.      Gave  to  Messrs.  Chiu'chUl  and  Summers  cheques,  on  account  of  travelling  expenses,  as  reported. 
Paid  by  cheque  for  a  bill  of  Stationery  received  to-day  from  T.  Nesbitt  &  Co.,  $22.50. 
These  orders  have  been  filled:  ^^■.  R.  Boyd,  -/lo,  "/so,  50  bxs.  Ass.  Creams,  75  lbs.,  @,  50i;  40  bxs.  Chocolates, 

60  lbs.,  @,  45ji;  10  tms  Bu.  Scotch,  7  lbs.  ea.,  @  35ji;  5  drums  Wr.  Taffy,  15  lbs.  ea.,  @  40(i;  20  bottles 

Ass.  Tablets,  @  $1.75. 
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J.  McDougall  &  Co.,  Vio,  "/jo,  60  bxs.  Caramels,  80  Uis.,  (S  30c;  "5  bxs.  Bonbons,  90  lbs.,  @  30jS;  4  drums 
S.  Candy,  20  lbs.  ea.,  @  35(!. 
The  foremen  report. — 

Creams:  Material  35^  13i,  4f,  3},  14,  i,  0;  Labour  1-2,  2-S,  6-6.     Produced— (yo  lbs. 
Chocolates:  Material  24,  8J,  3J,  2,  7,  i  0;  Labour  1-2,  3-8,  7-4.     Prorfucerf— 40  lbs. 
Caramels:  Material  25,  8f ,  3i,  2J,  7,  J,  0;  Labour  1-2,  4-8,  8-2,  6-2.     Produad — 12  lbs. 
Bonbons:  Material  SOi,  22^  8i,  5i,  0,  1,  0;  Labour  1-2,  5-8,  8-6,  7-4.     Produad— WQ  lbs. 
Butter  Scotch:  Material  35,  16,  0,  3i,  0,  0,  2\;  Labour  9-2,  10-8,  14-4.     Produced— 50  lbs. 
Taffv:  Malirial  22,  9,  15,  2,  0,  0,  2|;  Labour  9-2,  11-S,  15-5.     Produced — 15  lbs. 
S.  Camlv:  Material  23,  10,  0  ;2\,  0,  0,  0;  Labour  9-1,  12-8,  15-3.     Produced— Z5  lbs. 
Ass.  Tablets:  Material  30,  13,  0,  3,  0,  0,  0;  Labour  9-3,  13-8,  14-4.     Produced^id  lbs. 

6.  Receive  the  following  invoice:  P.  W.  Hill  &  Co.,  Toronto,  June  5,  n/c,  5  cases  Walnuts,  50  lbs.  ea.,  @  30fi; 

8  cases  Almonds,  22  lbs.  ea.,  @  35(?;  8  cases  Filberts,  22  lbs.  ea.,  @  27i;  I  tub  Butter,  60  lbs.,  @  38j*. 
Receive  from  E.  Walker  and  J.  McDougall  &  Co.,  cheques  for  bills  of  May  26,  less  disc. 
The  bank  reports  the  drafts  on  J.  Hayes  and  G.  iNIorrison  collected  and  credited,  less  exchange  |%. 
The  note  sent  to  H.  Cutrtis  for  signature  has  been  returned,  properly  signed. 
These  orders  have  been  filled:  R.  Graham,  30  da.,  20  bxs.  Creams,  30  lbs.,  @,  40f<:  25  bxs.  Csiramels,  40 

lbs.,  (5  50c;  30  bxs.  Bonbons,  48  lbs.,  (a  35 1!;  6  drums  S.  Candy,  15  lbs.  ea.,  @  35 j!. 
E.  Walker,  ^  ,„,  "/j,,  25  bxs.  Ass.  Creams,  32  lbs.,  (a,  50c;  15  bxs.  Chocolates,  22  lbs.,  @  45j!;  25  bxs. 

Bonbons,  42  lbs.,  @  35(«;  13  tins  Bu.  Scotch,  7  lbs.  ea.,  @  35jf ;  6  driuns  Taffy,  15  lbs.  ea.,  @  40jf. 
The  foremen  report. — 

Creams:  Material  33,  10,  4,  3i,  111,  i,  0;  Labour  1-2,  2-8,  6-5.     Produced— 5S\hs. 
Chocolates:  Material  35,  10.  4,  3i  12i,  i  0;  Labour  1-2,  3-8,  7-6.     Produced— %0  lbs. 
Caramels:  Material  22,  7,  2J,  1},  6,  },  0;  Labour  1-1,  4-8,  6-3,  8-1.     Produced— 37  lbs. 
Bonbons:  Material  85,  23,  9J,  5i.  0,  1,  0;  Labour  1-3,  5-8,  7-2,  8-7.     Produccil— 120  lbs. 
Butter  Scotch:  Material  .36,  16,  0,  3\.  0,  0,  2k;  Labour  9-2,  10-8,  14-4.     Produced  —53  lbs. 
Taffv:  .Material  19,  7,  20,  3,  0,  0,  li;  Labour  9-2,  11-8,  15-4.     Produced— 50  lbs. 
S.  Candv:  Material  35,  15,  0,  3i,  0,  0,  0;  Labour  9-2,  12-8,  14-4.     Produced— AS  lbs. 
Ass.  Tablets:  Material  35,  16,  0,  3,  0,  0,  0;  Labour  9-2,  13-8,  15-4.     Produced— 50  lbs. 

7.  Pay  a  Telephone  bUl  in  cash,  .S3. 50. 

These  orders  have  been  filled:  G.  Morrison,  S/D  with  M/S,  40  bxs.  Caramels,  67  lbs.,  @  50i;  45  bxs. 

Creams,  70  lbs.,  (S  45c;  7  tins  Bu.  .Scotch,  7  lbs.  ea.,  @  35^;  15  bottles.  Ass.  Tablets,  @  $1.75. 
H.  Curtis,  note  with  MS,  40  bxs.  Chocolates,  45  lbs.,  @  45>!;  75  b.xs.  Bonbons,  110  lbs.,  @  35ji;  7  drums 

Taffy,  15  lbs.  ea.,  @  40c;  3  drums  S.  Candy,  15  lbs.  ea.,  @  35c. 
Pay  the  bill  of  the  ^^"ilkinson  Box  Co.  of  the  2nd. 
Paid  in  cash  for  repedrs  in  the  factory  $4.25. 
The  foremen  report. — 

Creams:  Material  42,  12,  4|,  3,  1.3,  J,  0;  Labour  1-2,  2-8,  6-6.     Produced— 70  lbs. 
Chocolates:  Material  25,  8,  3,  2,  9,  \,  0;  Labour  1-1,  3-8,  7-1.     Produced — 15  lbs. 
Caramels:  Material  36,  UJ,  4,  3,  13,  h,  0;  Labour  1-2,  4-8,  6-2.  8-3.     Produced— %7  lbs. 
Bonbons:  Material  80.  23 J,  ^,  5},  0,  1,  0;  Labour  1-3,  5-8,  7-1,  8-5.     Produced— UO  11)S. 
B.  .Scotch:  Material,  34,  15,  0,  3,  0,  0.  l\;  Labour  9-2,  10-8.  14-4.     Produced— 49,  lbs. 
Taffv:  Material  19,  8,  19.  3i,  0,  0,  \\;  Labour  9-2,  11-S,  15-1.     Produced — 17  lbs. 
Stick  Candv:  .Material  31,  13,  0,  2|,  0,  0.  0;  Labour  9-2,  12-S,  14-1.     Proiluced—A5  lbs. 
Assorted  Tablets:  Material  36,  16,  0,  3,  0,  0,  0;  Labour  9-2,  13-8,  15-4.     Produced— 51  lbs. 

8.  This  order  has  been  filled:  The  Orris  Turner  Co.,  n/c,  100  bxs.  Creams,  128  lbs.,  @  50j^;  110  bxs.  Choco- 

lates, 113  lbs.,  @  50c;  70  bxs.  Bonbons,  127  lbs.,  (5,  35ff;  15  tins  Bu.  Scotch,  7  Ujs.,  ea.,  @  35c;  2 

drums  Taffy,  15  lbs.,  ea.,  @  45 jf. 
Pay  P.  \\'.  Hill  &  Co.  for  bill  of  the  5th. 
Draw  on  the  Orris  Turner  Co.  for  the  amount  of  the  bill  of  May  23,  at  30  days  from  that  date,  and  leave  . 

with  the  bank  for  collection. 
Pay  by  cherjue  the  invoice  of  the  Dominion  Bottle  Co.,  June  2,  less  discount. 
The  foremen  report. — 

Creams:  Material  36,  11,  A\,  3,  12,  J,  0;  Labour  1-1,  2-8,  6-6.     Produced— m  lbs. 
Chocolates:  Material  30,  11,  4,  2|,  10,  j,  0;  Labour  1-1,  3-S,  7-6.     Produced— 55  lbs. 
Caramels:  Material  33,  12,  i\,  2i  11,  i  0;  Labour  1-2,  4-8,  8-1,  6-2.     Prodiiced—%0  lbs. 
Bonbons:  Material  91.  24,  llj,  73,  0,  1,  0;  Labour  1-4,  5-S,  8-4.  7-2.     Produced— m  lbs. 
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Butter  Scotch:  Material  33,  14,  0,  2^  0,  0,  2;  Labour  9-2,  10-8,  14-4.     PToditced—49  lbs. 
Taffy:  Material  22,  9,  20,  4,  0,  0,  1;  Labour  9-1,  11-8,  15-3.     Produced— 51  lbs. 
Stick  Candv:  Material  32,  14,  0,  2i,  0,  0,  0;  Labour  9-2,  12-8,  14-4.     Produced — 46  lbs. 
Assorted  Tablets:  Material  43,  19,  0,  4,  0,  0,  0;  Labour  9-3,  13-8,  15-5.     Produced— GO  lbs. 

9.  This  order  has  been  filled:  J.  Hayes,  draft  with  M/S,  90  bxs.  Caramels,  123  lbs.,  @>  50^;  75  bxs.  Bonbons, 

115  lbs.,  @  bos':  5  drums  S.  Candy,  20  lbs.  ea.,  (ai  35j5;  22  bottles  Ass.  Tablets  @  $1.75. 
The  bank  presents  the  S/D  of  the  Standard  Refminfr  Co.  for  the  amount  of  their  bill  of  May  30,  less  disc. 

Pay  it  by  cheque. 
Receive  from  E.  Walker,  his  cheque  for  the  bill  of  May  30,  less  disc. 
Pay  freight  on  Gordon  King  &  Co.'s  invoice  of  the  1st,  $4.45,  and  on  the  Standard  Refming  Co.'s  invoice 

of  May  30th,  $14.60. 
Distribute  freight  to  the  materials  in  proportion  to  their  gross  weight.     Flavourings  in  boxes  of  half  doz., 

weighing  3  lbs.  per  box. 
The  foremen  report. 

Creams:  Material  33,  11,  5,  2i,  12,  *,  0;  Labour  l-lj,  2-8,  6-6.     Produced— 65  lbs. 
Chocolates:  Material  28,  9,  4,  2i,  10,  J,  0;  Labour  1-U,  3-8,  7-6.     Produced— 5S  lbs. 
Caramels:  Material  33,  11,  5,  2h,  11,  i,  0;  Labour  1-U,  4-8,  8-3,  6-2.     Produced— 63  lbs. 
Bonbons:  Material  72,  26,  10,  7i,  0,  i,  0;  Labour  1-3^,  5-8,  8-5,  7-2.     Produced— 115  lbs. 
Butter  Scotch:  Material  39,  19,  0,  3,  0,  0,  2;  Labour  9-2,  10-8,  14-4.     Produced— 55  lbs. 
Taffv:  Material  21,  S.  23,  3i,  0,  0,  2;  Labour  9-2,  11-8,  15-4.     Produced— 53  lbs. 
Stick  Candv;  Material  40,  16,  0,  3^,  0,  0,  0;  Labour  9-2,  12-8,  14-4.     Produced— 58  lbs. 
Assorted  Tablets   Material  38,  12,  0,  3,  0,  0,  0;  Labour  9-2,  13-8,  15-4.     Produced— 50  lbs. 

10.  Receive  from  the  Wilkinson  Box  Co.,  an  invoice  of  boxes,  June  9,  n/c,  $67.70. 

Remit  to  Gordon  King  &  Co.,  a  cheque  for  the  amount  of  their  mvoice  of  the  1st,  less  disc. 

These  orders  have  been  filled:  R.  Abbott,  30  da.,  40  bxs.  Creams,  70  lbs.,  @  50i;  100  bxs.  Bonbons,  126 

lbs.,  @  35!f;  13  bottles  Ass.  Tablets  @  $1.75. 
R.  Rowe,  30  da.,  30  bxs.  Chocolates,  60  lbs.,  @  50i;  45  bxs.  Caramels,  78  lbs.,  @  50»f;  6  tins  Bu,  Scotch, 

7  lbs.  ea.,  @  35?*;  4  drums  Taffy,  15  lbs.  ea.,  @,  45 ?f. 
Pay  the  bill  of  the  Milk  Supply  Co.  for  cream  used  to  the  9th. 
Pay  by  cheque  the  acceptance  favour  the  Goldie  Milling  Co.  due  on  the  12th. 
Mr.  Summers  hands  in  cash  for  R.  Rowe's  account  and  W.  J.  Riddell's  account  to  date,  and  reports 

travelling  expenses  for  the  week,  $15.50. 
Mr.  Churchill  hands  in  cash  for  A.  W.  Gage's  account  and  R.  Abbott's  account  to  date,  and  reports 

travelling  expenses  for  the  week,  $16.25. 
Deposit  all  cheques  and  all  cash  on  hand.     Usual  exchange. 
The  foremen  report. — 

Creams:  Material  40,  12,  5,  3,  12,  J,  0;  Labour  1-1},  2-8,  6-7.     Produced— 70  lbs. 
Chocolates:  Material  37,  10,  41,  3,  HI,  i,  0;  Labour  1-U,  3-8,  7-6.     Produced— Q2  lbs. 
Caramels:  Material  46,  13,  5},  3,  14,  J,  0;  Labour  1-2,  4-8,  8-4,  6-1.     Produced— 7S  lbs. 
Bonbons:  Material  84,  28,  13},  7},  0,  1,  0;  Labour  1-3,  5-8,  8-1,  7-2.     Produced— 12Q  lbs. 
Butter  Scotch:  Material  32,  13,  0,  3,  0,  0,  U;  Labour  9-1,  10-8,  14-3.     Produced— 47  lbs. 
Taffy:  Material  20,  10,  20,  3},  0,  0,  1};     Labour  9-3,  11-S,  15-5.     Produced— 50  lbs. 
Stick  Candy:  Material  24,  11,  0,  U,  0,  0,  0;  Labour  9-1,  12-8,  15-3.     Produced— 3Z  lbs. 
Assorted  Tablets:  Material  47,  18,  0,  3,  0,  0,  0;  Labour  9-3,  13-8,  14-5.     Prod^tced—65  lbs. 

12.    Give  to  Messrs.  Churchill  and  Summers,  cheques  on  account  of  traveUing  expenses,  as  reported. 

The  bank  reports  R.  Graham's  acceptance  due  on  the  10th,  collected  and  credited,  less  30^. 

This  order  has  been  filled:  B.  Stewart,  Vio,  "/so,  HO  bxs.  Caramels,  144  lbs.,  @,  50i;  90  bxs.  Bonbons,  133 
lbs.,  @  35^;  15  tins  Bu.  Scotch,  7  lbs.  ea.,  @  35fi;  5  drums  S.  Candy,  20  lbs.  ea.,  @  35ji;  24  bottles 
Ass.  Tablets  @  $1.75. 
The  foremen  report. — 

Creams:  Material  39,  12,  5},  3,  13,  f,  0;  Labour  1-2,  2-8,  6-6.     Produced— 70  lbs. 

Chocolates:  Material  34,  10,  4},  2f,  10,  },  0;  Labour  1-1,  3-8,  7-5.     Produced— 60  lbs. 

Caramels:  Material  39,  12,  5},  3,  13,  i  0;  Labour  1-2,  4-8,  8-4,  6-2.     Produced— 70  lbs. 

Bonbons:  Material  94,  28,  13,  7f,  0,  J,  0;  Labour  1-3,  5-8,  8-4,  7-3.     Produced— 133  lbs. 

Butter  Scotch:  Material  40,  17,  0,  3,  0,  0,  l^;  Labour  9-2,  10-8,  14-4.     Produced— 55  lbs. 
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Taflfv:  Material  23,  10,  25,  3i,  0,  0,  2i;  Labour  9-3.  11-S,  15-5.     Produced— 57  lbs. 
Stick  Candv:  Material  28,  12,  0,  2k,  0,  0,  0;  Laliour  9-1,  12-S,  15-3.     Produced— 3S  lbs. 
.\ssorted  Tablets:  Material  49,  21,  0,  3,  0,  0,  0;  Labour  9-2,  13-8,  14-4.     Produced— ^Z  lbs. 

13.  Receive  from  P.  \V.  Hill  &  Co.  the  foUowinf;  invoice,  June  12,  n/c:  4  c/.s  Almonds,  22  lbs.  ea.,  @  35 i; 
5  c/s  Filberts.  22  lbs.  ea..  @  25f;  3  c  s  Walnuts,  50  lbs.  ea.,  @  30(f;  1  tub  Butter,  58  lbs.,  @  38f!. 

This  order  has  been  lilled:  J.  Beck,  30  da.,  120  bx.s.  Creams,  145  lbs.,  @,  45fi;  90  bxs.  Chocolates,  132  lbs.. 

@  45f ;  112  bxs.  Bonbons,  135  lbs.,  ©  35^;  8  drums  Taffy,  15  lbs.  ea.,  (gs  40^. 
Receive  from  the  Orris  Turner  Co.,  their  cheque  for  the  amount  of  their  bill  of  the  8th. 
Pciid  for  repairs  to  plant  in  cash  S3. 50. 
The  foremen  report. — 

Creams:  Material  42,  14,  6,  3i,  14,  |,  0;  Labour  1-1,  2-8,  6-6.     Producfd—7o  lbs. 
Chocolates:  Material  41,  12,  6,  3^,  12,  i  0;  Labour  1-2,  3-8,  7-5.     Produced— 72  lbs. 
Caramels:  Material  42,  13,  6,  3i,  14,  f,  0;  Labour  1-2,  4-8,  8-4,  6-2.     Produced— 74:  lbs. 
Bonbons:  Material  98,  28,  15,  8,  0,  1,  0;  Labour  1-3,  5-8,  8-1,  7-3.     Produced— 139  lbs. 
Butter  Scotch:  Material  37,  16,  0,  2i,  0,  0,  4;  Labour  9-2,  10-8,  14-4.     Produced— 53  lbs. 
Taffy:  Material  19,  8,  25,  3i,  0,  0,  4;  Labour  9-2,  11-8,  15-4.     Produced— 52  lbs. 
Stick  Candv:  Material  39,  16,  0,  3,  0,  0,  0;  Labour  9-2,  12-8,  14-4.     Produced— 56  lbs. 
Assorted  Tablets:  Material  40,  18,  0,  3,  0,  0,  0;  Labour  9-2,  13-8,  15-4.     Produced— 5S  lbs. 

14.  This  order  has  been  filled:  H.  McConnell,  iH/,„,  "/^o,  90  bxs.  Chocolates,  130  ll)s.,@  55?!;  110  bxs. Bonbons, 

160  lbs.,  @  35c;  16  tins  Bu.  Scotch,  7  lbs.  ea.,  @  3ai:  4  drums  S.  Candy,  20  lbs.  ea.,  @  35f!. 
Pay  the  Wilkinson  Box  Co.  for  the  bill  of  June  9th. 
Receive  from  H.  Curtis,  a  bank  draft  in  payment  of  his  note  due  to-day. 
The  foremen  report. — 

Creams:  Material  38,  11,  5,  3,  11^  J,  0;  Labour  1-U,  2-8,  6-5.     Produced— 65  lbs. 
Chocolates:  Material  38,  11,  5,  3,  12^,  |,  0;  Labour  1-1|,  3-8,  7-6.     Produced— 67  lbs. 
Caramels:  Material  37,  10,  5,  3,  11,  J,  0;  Labour  1-U,  4-8,  8-3,  6-3.     Produced— 63  lbs. 
Bonbons:  Material  113,  32,  15,  SJ,  0,  U,  0;  Labour  1-3i,  5-S,  8-5,  7-2.     Produced— 160  lbs. 
Butter  Scotch:  Material  42,  18,  0,  3,  0,  0,  2^;  Labour  9-2,  10-8,  14-4.     Produced— 60  lbs. 
Taffv:  Material  22,  9,  28,  3},  0,  0,  2f;  Labour  9-2,  11-8,  15-4.     Produced— 59  lbs. 
Stick  Candv:  Material  38,  16,  0,  3,  0,  0,  0;  Labour  9-2,  12-8,  14-4.     Produced— 54  lbs. 
As.sorted  Tablets:  Material  43,  19,  0,  3§,  0,  0.  0;  Labour  9-2,  13-8,  15-4.     Produced— 61  lbs. 

15.  The  foUowinp  invoice  has  been  received:  The  Standard  Refining  Co.,  June  12,  Vw,  "/m,  18  bbls.  G.  Sugar, 

280-21,  282-19,  285-20,  284-21,  283-22,  282-21,  279-20,  285-23,  282-24,  286-22,  281-22,  282-21,  283-20, 

285-21,  282-23,  284-22.  280-20,  282-19  (g,  7^?';  6  bbls.  Glucose,  280  lbs.  ea.,  (5;  5'^^. 
Paid  freight  by  checjue  on  this  invoice  $17.50. 
Pay  for  postage  and  stationery  in  cash,  S15.20. 

Pay  the  bill  of  "The  Daily  Standard"  for  advertising  and  printing,  $23.75. 
This  order  has  been  filled:  W.  R.  Boyd,  Vi».  "/so,  100  bxs.  Caramels,  137  lbs.  @  45f!;  90  bxs.  Creams,  130 

lbs.  fei  50c;  90  bxs.  Bonlxjns,  150  lbs.,  @  35?;  3  drums  Taffy,  15  lbs.  ea.,  @>  40ff;  24  bottles  Ass. 

Tablets  (q  $1.70. 
Pay  P.  W.  Hill  &  Co.  for  bill  of  the  12th.     J.  Beck  paid  his  acceptance  due  to-day  by  cheque. 
Receive  from  J.  McDougall  &  Co.,  their  cheque  for  the  bill  of  the  5th,  less  2%. 
Deposit  all  cheques  and  all  cash  on  hand.     O.K.  the  petty  cash  and  issue  cheque. 
Containers  u.sed:  Creams,  422  bxs.  (S  Si;  Chocolates,  465  bxs.  @  5^;  Caramels,  657  bxs.  @  5ff;  Bonbons, 

840  bxs.  (a  5e;  B.  Scotch,  107  tins  @  \0i;  Taffy,  47  drums  @  30i;  S.  Candy,  32  drums  @  30ff;  Ass. 

Tablets,  118  bottles  @  30  i. 
Transfer  the  cost  of  the  foregoing  containers  from  "Boxes"  account  to  "Work  in  Process"  accoimt  by 

Journal  entry,  also  carry  the  amounts  to  the  proper  accoimts  in  the  "Cost"  Ledger. 
The  foremen  report. — 

Creams:  Material  40,  11,  5,  3,  12i  J,  0;  Labour  1-2.  2-8,  6-6.     Produced— 6H  lbs. 
Chocolates:  Material  37,  10.  4i  3.  11,  h,  0;  Labour  1-1,  3-8,  7-5.     Produced— 63  lbs. 
Caramels:  Material  38,  14.  6,  .3,  13,  f,  0;  Labour  1-2.  4-8,  8-4.  6-2.     Prodxiced— 74  lbs. 
Bonbons:  Material  lOS,  30,  14.  9,  0.  U,  0;  Labour  1-3,  5-8.  8-4.  7-3.     Produced— 150  lbs. 
Butter  Scotch:  Material  41,  17,  0.  3,  0.  0,  2;  Labour  9-2,  10-8,  14-4.     Produced— 58  lbs. 
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Taffy  Material  21   9,  30,  4,  0,  0,  3;  Labour  9-2,  11-8,  15-4.     Produced — 60  lbs. 
Stick  Candy:  Material  43,  IS,  0,  3,  0,  0,  0;  Labour  9-2,  12-8,  14-4.     Produced— &2.  lbs. 
Assorted  Tablets:  Material  45,  20,  0,  3i,  0,  0,  0;  Labour  9-2,  13-8,  15-4.     Produced— &5  lbs. 

Complete  the  summaries  of  material  used  and  manufactured  goods  produced  to  date. 

Complete  the  Pay  Rolls  for  the  half  month,  and  pay  all  wages  to  date. 

Post  up  to  date.     Close  the  Cash  Book.     Post  totals.     Take  a  Trial  Balance. 

Make  out  the  expense  analysis  sheets  to  date. 

Prepare  a  statement  of  workshop  expenses  for  the  half-month;  be  careful  to  include  in  it  any  expenses 
accrued  but  not  paid,  and  allow  for  one  half-month's  depreciation  on  the  monthly  basis  adopted  at 
the  end  of  May.     Enter  the  half-month's  insurance  ex-pired. 

Prepare  in  the  same  way  a  statement  of  general  ex-penses. 

Prepare  the  following  statements:  Cost  by  departments.  Profit  by  departments.  Assets  and  liabilities. 
The  factory  overhead  is  to  be  charged  to  production  at  20%  on  productive  labor  and  general  over- 
head at  20%  on  Factory  Cost.     {These  are  first  estimates  only — suggest  better  rates.) 

Make  the  necessary  journal  enlries  to  distribute  Pay  Roll,  Factory  Overhead,  General  Overhead,  also 
to  transfer  waste. 

Use  the  following  inventories. 

Goods:  Creams,  602  lbs.,  .$225.75;  Chocolate,  333  lbs.,  $133.20;  Caramels,  360  lbs.,  $141.00;  Bonbons, 
638  lbs.,  $159.50;  B.  Scotch,  169  lbs.,  $50.70;  TafTy,  177  lbs.,  $70.80;  S.  Candy,  327  lbs.,  $98.10; 
Ass.  Tablets,  371  lbs.,  $111.30. 

Material:  Sugar,  9,450  lbs.,  $704.50;  Glucose,  5,700  lbs.,  $304.00;  Nuts,  661  lbs.,  $179;  Flavouring,  774 
oz.,  S42.50:  Chocolate,  490  lbs..  $141.00;  Butter  66  lbs..  $25.  Containers  on  hand,  $45.  Travelling 
Expenses  accrued,  $16.  Depreciation  of  Plant,  5%on  $3,500;  Add  to  the  reserve  for  B.  Debts  l^oon 
a/c  Rec'le.  Allow  depreciation  of  1  %  on  Office  Furniture.  Insurance  prepaid,  $78.75.  Close  the  books. 

EXERCISE 

1.  The  following  tfists  have  reference  to  the  candy  business.  Set  VII. 

The  foreman  of  the  Chocolate  Department  reports  the  following  tests  made: 

1.  Material  used — Sugar,  25  lbs.;  Glucose,  10  lbs.;  Chocolate,  10  lbs.;  Cream,  U  qts.;  Flavouring,  5  oz.; 

Nuts,  10  lbs.;  Boxes,  52  at  5  cents  each. 
Labour — Foreman,  5  day  at  $4;  2  dippers,  each  f  day  at  S3;  1  packer,  1  day  at  $1. 
Amount  produced,  52  lbs.  Chocolate,  Grade  I. 
Add  the  necessary  percentages  for  factory  expenses  and  general  expenses  and  find  the  cost  per  pound. 

2.  Material  used — Sugar,  25  lbs.;  Glucose,  10  lbs.;  Chocolate,  6  lbs.;  Cream,  li  qts.;  Flavouring  5  oz.; 

Nuts,  6  lbs.;  Boxes,  10  at  6  cents  each. 
Labour — Foreman,  \  day  at  $4;  1  dipper,  1  day  at  $3:  1  packer,  |  day  at  $1. 
Amount  produced,  44  lbs.  Chocolate,  Grade  II. 
Add  the  necessary  percentages  and  find  the  price  per  pound. 

3.  Material  used— Sugar,  85  lbs. ;  Glucose,  15  lbs. ;  Nuts,  5  lbs. ;  Flavouring,  6  oz. ;  Cream,  1  gal. ;  Boxes, 

75  at  5  cents. 
Labour — Foreman,  2  assistants  at  50^  per  hour,  1  assistant  at  25^  per  hour,  all  for  1  day. 
Amount  produced,  105  lbs.  Bonbons,  Grade  I. 
Add  the  necessary  percentages  and  fmd  the  price  per  pound. 

2.  The  following  Trial  Balance  was  taken  Dec.  31.  19 — : 

Cash  on  hand  and  in  the  Bank,  $425;  Bills  Receivable,  S360;  Accounts  Receivable,  $5840;  Machinery, 
$15500;  Real  Estate  and  Buildings,  $6750;  Office  Furniture.  $1260.  Stock  on  hand.  Jan.  1:  Material,  $11500; 
Manufactured  Goods,  $7650;  Accounts  Payable,  $1560;  Bills  Payable  $2790:  Capital  Stock,  $25000.  Purchases: 
Material,  $27900;  Manufactured  Goods,  $3460;  Sales,  $83900;  Discounts  off  Purchases,  $475;  Discounts  to 
Customers,  $860:  Freight  inwards,  $1750;  Royalties.  $650;  Wages,  $21200;  Heat,  Light  and  Power,  $1290; 
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Rent  of  Office,  $1400;  Commissions,  $1370;  Travelling  Expenses,  $890;  Freight  outwards,  $225;  Insurance, 
$520;  Interest  and  Bank  Charges,  $175;  Delivery,  $410;  General  Expense,  $1160;  Advertising,  $420;  Bad 
Debts  written  off,  $760. 

Inventory.— On  hand  Dec.  31:  Material,  $12200;  Manufactured  Goods,  $7300.  Provide  5%  on  Book 
Debts  for  Bad  Debts.  \A'rite  off  5%  on  Machinery  and  Office  Furniture.  Unexpired  Insurance,  $210; 
Wages  due,  §375. 

A  dividend  of  6%  on  Capital  Stock  is  decided. 

Ceirry  $6000  to  Reserve  account,  balance  to  the  credit  of  Profit  and  Loss  account. 

(a)  Make  out  Manufacturing  Account,  Trading  Account,  Profit  and  Loss  Account,  Appropriation 
Account,  Balance  Sheet.     Enter  percentages  throughout. 

(6)    Calculate  the  percentage  of  Workshop  Ex-penses  on  Wages. 

(c)    Calculate  the  percentage  of  General  Expenses  on  Wages. 

3.  Following  is  a  sununary  of  the  Thompson  Printing  Co.'s  business  for  the  year  19 — : 

Material  used,  $17600.  Productive  wages,  $12400;  Foreman's  salary.  $1850;  Office  Rent,  $480;  Factory 
Insurance,  S120;  Factory  Taxes,  §150;  Interest,  $70;  Heat,  Light,  &  Power,  §460;  Office  help  and 
expenses,  $1750,  an  allowance  for  depreciation  of  5%  on  Plant  valued  at  §12000  and  of  12%  on  Type 
valued  at  §3500. 

(a)    From  the  above  data  determine — i  Prime  Cost;  ii  Factory  Cost;  iii  Complete  cost  of  output. 

(6)  Using  these  results  show — i  The  actual  cost,  and  ii  the  manufacturer  s  price  for  1000  copies  of  a  book 
allowing  the  manufacturer  a  25%  profit.  The  following  estimates  were  submitted  by  the  foreman. 
Cost  of  paper  and  binding  material  $120;  preparation  of  cuts,  $50;  wages  Printmg  Dept.  $70; 
wages  Binding  Dept.,  $60. 

4.  The  following  data  is  taken  from  the  books  of  the  Ontario  Foundry,  Dec.  31,  19 — : 

Cash  on  hand,  $500;  Accounts  Receivable,  $73850;  Patents  cost,  §5000;  Tools  cost,  §12500;  Material  on 
hand  Jan.  1,  §20000;  Office  Furniture,  .§2000:  Patterns  cost,  §16500;  Premises,  (Office)  §25000;  Plant  and 
machinery,  §44000;  Freight  inwards,  $4000;  Finished  Goods,  Jan.  1,  §25000;  Purchases,  $70000;  Wages, 
$59000;  Sales,  §200000;  Royalties  cost  §1000;  Bond  interest  §4500;  Directors'  Fees,  .§500:  Office  Ex-penses, 
S2250;  Office  Salaries,  §7000;  Taxes  on  Plant,  §1300;  Advertising,  $1250;  Heat,  Light,  and  Power,  §2250; 
Repairs  to  Plant,  $4000;  Salaries  of  Salesmen,  $8000;  Reserve  for  Bad  Debts,  §1000;  Bad  Debts,  §1100;  Bank 
Overdraft,  $1500;  Accounts  Payable,  §35000;  Capital  Stock,  $75000;  Bond  issue,  §75000,  bearing  interest  at 
6%. 

Allow  for  depreciation  as  follows:  Premises,  3^; ;  Plant  and  machinery,  10%;  Patterns,  10%;  Patents, 
10%;  Office  Furniture,  5%.  Carry  forward,  5%  of  accounts  receivable  for  possible  bad  debts.  Finished 
goods,  Dec.  31,  valued  at  $26500;  Material,  S21000;  Tools  §11500. 

It  is  proposed  to  declare  a  dividend  of  5%,  and  carry  the  balance  to  Profit  and  Loss  account. 

(a)  Make  out  a  Manufacturing  Account,  Trading  Account,  Profit  and  Loss  Account,  Appropriation 
Account,  and  Balance  Sheet.      Enter  percentages  throughout. 

(b)  Calculate  the  percentage  of  Workshop  Ex-penses  on  Wages. 

(c)  Calculate  the  percentage  of  General  Expenses  on  Wages. 

(rf)  Job  No.  175  is  an  order  for  a  Vertical  Engine,  and  the  cost  account  shows:  Material  used.  Frames, 
Chest,  Corner,  Base  &c..  Cast  Iron,  $23.50:  Lubricators,  &c,,  Bra.ss,  $6.02;  Bearings,  Brass,  $1.62;  Crank 
Shall.  Wrought  Iron,  §1.56;  Steel  Rod,  68  cents;  Nuts,  Caps,  Screws,  &c..  Steel,  39  cents;  Babbit,  $4.75. 

Labour:  Patterns,  $15.25;  Drawings,  $4..32;  Lathe,  §19.10;  Forging,  §10,12;  Fitter,  $19.60;  Helper,  §6.25. 

Add  the  necessary  percentages  for  workshop  and  general  expenses,  and  find: 

i.       Prime  Cost. 

11.     Complete  Cost,  including  selling  expenses. 

iii.    Selling  Price,  reckoning  12^%  profit  on  Sales. 


SHIPPING  AND  COMMISSION  BUSINESS 

It  frequently  happens  that  goods  are  sold  by  one  person  for  the  account  of  another.  The  person 
selling  the  goods  is  called  the  agent,  or  shippee,  or  consignee.  The  person  shipping  the  goods  is  called 
the  principal,  or  shipper,  or  consignor.  The  goods  are  called  by  the  shipper  a  shipment ;  by  the  agent 
a  consignment.  As  the  names  indicate,  the  goods  belong  to  the  shipper  till  sold  by  his  agent,  when  the 
agent  becomes  responsible  for  the  proceeds.  The  agent  is  paid  for  his  services  at  a  certain  rate  per 
cent,  on  the  sales ;  this  is  called  his  commission. 

When  the  goods  are  shipped,  an  invoice  is  sent  to  the  agent  ;  but  since  the  goods  remain  the 
property  of  the  principal,  the  form  of  the  invoice  is  different  from  that  ordinarily  used. 


FORM  OF  INVOICE  OF  SHIPMENT 

Invoice  of  Goods  shipped  June  1,  19 — ,  per  G.T.R.,  and  consigned   to  A.  Smith,  Toronto,  to  be  sold 
on  account  and  risk  of  the  consignor. 


1512^  crates  Strawberries 
I  SOI  10  baskets  Cherries |     75 


Freight  paid 


St.  Catharines, 

Jwne  1,  19- 


H.  ANDERSON, 

Consignor. 


05 

18 

75 

15 

75 

When  the  goods  have  been  sold,  the  agent  reports  sales  showing  charges  paid  on  account  of  the 
shipment,  and  including  his  own  charge  or  commission  for  selling.  The  balance,  after  these  charges 
have  been  deducted,  is  called  the  Net  Proceeds,  which  maj'  be  remitted  with  the  account  of  the  sales, 
or  may  be  credited  to  the  shipper.  What  is  done  with  the  proceeds  should  be  made  known  to  the 
shipper  when  the  sales  are  reported,  and  for  this  purpose  a  form  letter  is  frequently  attached  to  the 
Account  Sales. 

FORM  OF  ACCOUNT  SALES 

Below  please  find  Account  of  Sales  of  Fruit  received  June  2,  19 — ,  f>ia  G.T.R.,  and  sold  for  account 
and  risk  of  //.  Anderson. 


Sales 


15/S4  crates  Strawberries 
20/10  baskets  Cherries 


Cartage 
Commission  (4%) 


Cheque  em-hsed  for  net  proceeds,  as  above. 

Toronto, 

JuTie  4,  19 — . 


A.  SMITH, 

Consignee. 


SI 

so 

1 

60 

25 
66 

166 


/I 
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Note. — Account  Sales  may  be  rendered  at  any  time,  whether  the  whole  consignment  has  been  sold 
or  not.  In  a  fruit  commission  busine.<is,  report  should  be  made  every  evening,  and  settlement  may  be 
made  weekly,  or  at  such  regular  intervals  as  may  be  agreed  upon. 


BOOKS    USED   BY  A   COMMISSION  AGENT 

When  goods  are  received  by  a  commission  agent  they  are  entered  in  a  Receiving  Book.  The 
consignments  are  numbeied  consecutively,  and  charges  are  entered  which  are  later  posted  to  the  debit 
of  the  consignment  account.  These  charges  are  usually  express,  freight  or  cartage,  all  of  which  may  be 
classed  together  as  freight.  At  tlie  end  of  the  month  the  total  is  posted  to  the  credit  of  freight  account 
When  the  freight  bills  are  paid  they  are  entered  through  the  cash  book  and  posted  either  by  items  or 
in  total  at  the  end  of  the  month  to  the  debit  of  freight,  thus  balancing  out  the  freight  entered  from 
the  Receiving  book. 

FORM  OF   RECEIVING  BOOK 

TOROXTO,    JUXE   1,    19— 


Consignment      t  t- 
No.  !    ^•*- 


Nan 


id  I'iuticula 


H.  ANDERSON,  St.  Catharmet 

13/24  crates  Strawberries 
20/10  bankets  Cherries 
Cartage 


B.  HENDERSON,    Welland         37 

20/24  crates  Raspberries 

25/2!)      ' '      Strawberries 

SO/10  baskets  Cherries 

G.T.R.  Freight  -------- 

Cartage       --------- 

Freight  -         - Cr 


THE  SALES 

The  record  of  sales  must  be  kept  in  such  a  way  as  to  show  not  only  who  is  to  be  charged  in  the 
case  of  credit  sales,  but  also,  in  every  case,  what  consignment  is  to  be  credited.  For  this  purpose, 
either  the  name  of  the  shipper,  or  a  number  assigned  to  him  at  the  beginning  of  the  season,  is  stamped 
or  otherwise  marked  by  the  shipper  on  every  "  piece  "  of  every  shipment.  The  sales  are  credited  to  the 
proper  account  by  means  of  this  number  or  mark. 

Cash  sales  may  be  entered  in  a  Cash  Sales  book,  the  total  of  which  is  transferred  to  tlie  general 
cash  book  at  the  close  of  the  day,  or  all  sales  may  be  entered  in  the  same  book,  special  columns  being 
provided  for  credit  sales. 

Instead  of  a  book  the  ordinary  counter  checks  niav  l)e  used,  and  these  sliould  be  arranged  into 
cash  and  credit  parcels,  and  recapitulated  daily. 

In  a  fruit  business  it  is  desirable  that  sales  sliould  be  repoi'ted  daily,  and  if  the  consignments  for 
the  day  have  not  been  sold  out,  the  balance  may  be  taken  to  the  agent's  account  at  a  price  determined 
by  the  market  for  the  day,  and  the  whole  shipment  reported. 
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CHARGE   SALES   BOOK 
TORONTO,  JUL  Y  S,   19- 


Consignor 


SIDNEY  SMITH,  U  Diipont  St. 
!0/$4  crates  Strawberries  - 
15124      '*      Raspberries    - 
101 10  baskets  Cherries 


.06 
.10 
1.00 


HENRY  ARCHER,  25  Macpherso7i 

10/10  baskets  Cherries       -         -  -         -1.00 

5/24  crates  Raspben-ies      -         -  -         -       .10 

JOHN  MITCHELL,  24   Walker 

5/24  crates  Raspberries      -         -  -         ■       .10 

10/10  baskets  Cherries        -         ■  ■         -1.00 

15/24  crates  Strawberries  -         -  -         ■       .06 

Mdse. -        -         Cr. 


43 
126 


40 


Distribution 


40 


Mdse.  Sales 


THE  CONSIGNOR'S  ACCOUNT 

The   Consignoi-"s  account  may  be  kept  as  a   personal  account  under  the  title,  's  Consignment 

Account,  in  the  General  Ledger,  or  a  Consignment  Ledger  may  be  kept. 

If  the  Consignment  Ledger  is  kept,  a  controlling  account  should  be  kept  in  the  general  ledger, 
called  Consignment  Ledger  Account,  just  as  Accounts  Receivable  account  was  kept  for  the  Sales  Ledger 
accounts. 

Reports  should  be  made  to  the  consignor  at  regular  intervals,  or  after  the  sale  of  each  consignment. 
In  any  case,  the  net  proceeds  should  either  be  remitted,  or  credited  to  the  consignor  in  his  personal 
account. 


Form  of'  Consiijnment  Account. 


H.  ANDERSON'S  CONSIGNMENT 


(page)  1 


Cartage 

Commission,  4% 
Net  Proceeds 


Freight 
Cartage 
Commission 
Net  Proceeds 


25 

Ju. 

., 

1 

66 

" 

2 

13 

39 

69 

" 

2 

2 

41 

60 

3 

70 
70 

Ju. 

.5 
6 

3 

18 

" 

S 

13 

72 

02 

79 

60 

10/10  Cherries     - 
15/24  Strawberries 
10/10  Cherries    - 


20/24  Raspberries 
10/10  Cherries  ■ 
15/24  Strawberries 


06 

no 

10 

06 

21 

60 

00 

10 

41 

60 

10 

4S 

00 

10 

06 

SI 

60 

79 

GO 

BOOKKEEPING 


169 


BOOKS  REQUIRED  FOR  THE  SHIPPER 

Shipping  Book. — Corresponding  to  the  Receiving  book  of  the  agent  is  the  Shipping  book  of  the  principal. 
The  form  of  the  entry  is  the  same,  the  posting  is  different.  The  total  of  the  entrj-  is  posted  to  he  debit  of  a  shipment 
account,  and  the  total  of  the  shipments  for  the  month  is  posted  to  the  credit  side  of  Mdse. 

The  charges  paid  are  usually  entered  in  the  Shipping  book  as  a  memorandum,  but  they  are  posted  to  the  shipment 
account  from  the  Cash  book. 

No  other  special  book  is  necessary,  unless  the  number  of  shipments  is  large  and  a  Shipment  Ledger  is  kept. 

SHIPMENT  ACCOUNT 

The  Shipment  account  is  named  by  the  person  to  whom  the  goods  are  shipped;  thus,  "Ship't  to  Henrj'  Brown, 
Xo.  1." 

The  accoimt  is  charged  with  the  cost  of  all  goods  and  all  charges  paid  on  account  of  it.  '^'hen  the  accotmt 
Sales  is  received,  the  Shipment  account  is  credited  with  the  net  proceeds.  It  is,  therefore,  like  Merchandise  accovmt, 
a  Loss  and  Gain  account,  and,  like  Merchandise  account,  it  wiU  be  closed  by  entering  on  the  credit  side,  as  inventory, 
the  part  of  the  shipment  not  reported  by  the  agent,  and  it  wQl  then  be  closed  to  Loss  and  Gain. 


Shipment  ,\ccou>.t 


SHIPMEXT  TO  HENRY  BUOWX,  No.  1 

19— 


Sept. 

30 

^ifon  hn.  irheat     ■ 
El-ratfjrch()'a      - 
Cartaijt        -          ,          .          . 
Gain 

Xol  reported 

2000  bu.       ...         - 

Gain  .         -        -         -         - 

S3   , 

3400 

40 
30 
115 

Sept. 

*  " 

30 
30 

3585 

Orl. 
*  " 

1 
10 

1 

1735 
165 

Oct. 

10 

1900 

Sot  reported 
SOOO  biL      ■ 


1850 
1735 


TRANSACTIONS  JOURNALIZED 

Dec.  15.  J.  D.  Williams,  Toronto,  ship.s  to  H.  Brown,  Montreal,  1000  bu.  wheat  at  .SI. 50  and  pays  freight  3c  a  bu. 
on  cash. 

Dec.  20.   Brown  receives  the  wheat  and  pays  elevator  charges  Ida  bu.  in  cash. 

Dec.  22.  Brown  sells  the  wheat  at  SI. 75  for  cash  and  reports.  The  present  charges  are:  Storage  2i  a  bu.  and  Com- 
mission 3%.     Proceeds  are  credited. 

Dec.  26.  Brown  remits  a  bank  draft,  exchange  xff%  in  settlement.  WUliams  receives  the  report  and  draft  in  due 
coiu^e. 


J.  D.  Williams'  Entries 
Dec.  15 

Shipped  to  H.  Brown  No.  1 Dr.  1.530. 

To  Wheat 1500. 

Cash 30. 

Deo.  24 

H.  Brown Dr.  1667. .50 

Ship  to  H.  Brown  No.  1 1667.50 

Dec.  28 

Cash Dr.  1665.83 

Expense Dr.         1 .  67 

ToH   Brown 1667.50 


H.  Brown's  Entries 
Dec.  20 
J.  D.  William's  Con.sgt.  No.  1. .  .  .Dr.      10.00 

To  Cash 10.00 

Dec.  22 

Cash Dr.  1750. 

To  Williams  Consgt.  No.  1 1750. 

Dee.  22 

Williams  Consgt.  No.  1 Dr.  1740. 

To  Storage. 20. 

Commission 52. 50 

J.  D.  Williams 1667. 50 

Dec.  26 

J.  D.  Williams Dr.  1667.50 

To  Cash 1667.50 


1 


SET  VIII 


SHIPPING   AND  COMMISSION  BUSINESS 


INSTRUCTIONS 

(a)  Books  to  be  Used. — Shipping  Book,  Receiving  Book,  Sales  Book,  Journal,  Cash  Book,  Ledger. 

(b)  The  ruling  of  the  books  may  be  as  in  the  illustrations  given  in  the  text,  or  as  the  teacher  may  direct. 
Separate  books  may  be  kept  for  Cash  Sales  and  Credit  Sales.  The  Ledger  ma}'  be  in  one  book  or  it  may  be  subdivided 
into  General,  Purchase,  Sales,  Shipment,  Consignment.  The  special  columns  in  the  Cash  Book  must  be  made  to 
correspond  with  the  divisions  of  the  Ledger. 

(c)  Commission  at  the  rate  of  15  per  cent.,  unless  otherwise  directed. 

(d)  The  number  beside  the  name  in  the  directory  is  the  number  assigned  to  that  shipper,  and  is  stamped  on  all 
his  shipments. 

DIRECTOHr 


Briggs  Safe  Co.,  Gait. 

Broimi  &  Co.,   W.  G.,  Oakville. 

City  Market  Co.,  Montreal. 

Glover,  C.  E.,       42      St.-  Catharines. 

Green,  J.  W.,  Oshawa. 

Harding  &  Co.,  F.   W.,  Toronto. 

Harris  &  Co.,  Wm.,  Toronto. 

H%mt  <fc  Co.,  D.,       25       Buffalo. 

Keene  &  Co.,  John,        9       MojUreat. 

Morgan  d:  Co.,  R.,  Montreal. 


Palmer,  T.,  Montreal. 
Simpson,  T.  R.,       57      Smithinlle. 
Smith  d;  Co.,  Chas.,       34       Montreal. 
Stevenso^i  &  Bro.,  Jos.,  Toronto. 
Thompson,  H.  L.,       17      Niagara  Folia. 
.  Warner,  S.,  Peterhoro' . 
Winters  &  Co.,  John,  Toronto. 
Woodard  &  Co.,  T.,  Kingston. 
All  others,  Toronto. 


MEMORANDA  OF  TRANSACTIONS 

Toronto,   Sept.    1,    19 — .      J.   D.   Williams   oomineiices   a   Fruit   and   Produce   Commission   Business   at 
12.5  Colborne  St.,   where  he  has  leased  an  office  and  warerooms  at  $600   per  year.      He  invests 
cash,  $5000,  and  engages  student  as  bookkeeper  at  -Sl-D  a  week  ;  M.  B.  Smith  and  F.  Andrews  as 
salesmen  at  $10  a  week  each. 
Pay  rent  for  one  month  in  cash. 

2.       Bought  on  account  from  John  Winters  &  Co.,  office  stationery,  $27.4.3.      Deposit  in  the  Merchants 
Bank,  $4500. 

4.  Bought  for  cheque,  1  desk,  $37.50,  and  other  office  furniture,  $22.35. 
Bought  on  account  from  the  Briggs  Safe  Co.,  a  safe  for  $125. 

Received  from  C.  E.  Glover,  for  sale  on  his  account,  90/10  baskets  Peaches,  75/6  baskets  Grapes. 
Paid  transportation  charges  in  cash,  $3.25. 

5.  Received  from  John   Keene  it  Co.,   to  be  sold  on  their  account,    25  crates  Onions.      Freight  not 

paid,   $6.75. 
Sold  to  F.  W.  Harding  it  Co.  from  Glover's  consignment  of  the  4th,  80  baskets  Peaches  at  75  cents, 

60  baskets  Grapes  at  25  cents.     Took  to  our  account  the  remainder  of  Glover's  consignment 

at  the  above  prices,  and  reported  the  sale  ;  proceeds  credited. 
Paid  petty  expenses  in  cash,  $3.19. 
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6.     Bought  from  T.  Palmer,  Montreal,  25  bxs.,  1  doz.   cans  each,  Cove  Oysters,  at  8c.  a  can  ;  50  bxs., 
1  doz.  cans  each,  Little  Neck  Claras,  8c.  a  can.     Terms  30  da. 

8.  Received  from  H.  L.  Thompson,  to  be  sold  on  his  account,    200  crates  Tomatoes;    100  baskets 

Peaches;  200  baskets  Plums.     Freight  not  paid,  $16. 
Received  from  C.  E.  Glover,  to  be  sold  on  his  account,  100/10  baskets  Grapes  ;  90/8  baskets  Peaches. 
Carriage  §5.75,  not  paid. 

9.  Bought   from   J.    W.   Green  on   account,    150    bbls.    Apples   at   $1.50  and  shipped  them  direct  to 

R.  Morgan  &  Co.,  to  be  sold  on  our  account.     Freight  charges  paid  by  cheque,  $17.50. 
Sold  to  Jas.  Stevenson  &  Bro.   the  vifhole  of  C.   E.  Glover's  consignment  of  the  8th,   Grapes  at 
60  cents,  Peaches  at  65  cents,  and  reported  the  sale ;  proceeds  credited. 

12.  Received  from  D.   Hunt  &  Co.,   to  be  sold  on  their  account,    10  bbls.,   250  Melons;    50  crates 

Cucumbers;    200  crates  Tomatoes ;    170  bbls.   Apples;    12  bbls.   Onions;    250  bags  Potatoes. 
Freight  and  drayage  unpaid,  $37.60.      Duty  paid  in  cash,  $70. 
Remitted  to  C.  E.  Glover  a  cheque  fcr  the  amount  due  him. 

13.  Received  from  T.    R.   Simpson,    to  be   sold   on   his  account,  60  10  baskets  Plums ;   100/10  baskets 

Tomatoes.     Freight  unpaid,  $3.10. 
Sold  to  James  Steven.son  &  Bro.,  15  crates  Bermuda  Onions  @  $2.40  ;    25  bxs.  Little  Neck  Clams  @ 

14c.  a  can  ;  45  baskets  Peaches  @  90c.  ;  60/10  baskets  Plums  @  60c.  (57). 
Sold  to  Wm.  Harris  &  Co.,  25  bxs.  Cove  Oysters  @  I7c.  ;    25  crates  Cucumbers  @  $4.95  ;    10  crates 

Bermuda  Onions  @  $2.40  ;  100  baskets  Tomatoes  @  40c.  (57). 
Cash  Sales  :   10  baskets  Plums  @  $2.25  ;  10  baskets  Peaches  @  75c.  ;  15  baskets  Grapes  @  25c. 

14.  Received  from  Chas.  Smith  &  Co.,  to  be  sold  on  their  account,  200  bags  Sweet  Potatoes;  300  boxes 

Oranges.      Freight  and  diayage,  $19.84. 
Reported  T.  R.  Simpson's  consignment  of  the  13th  ;  proceeds  credited. 

15.  Paid  John  Winters  &  Co's.  account  by  cheque. 

Paid  petty  expenses  in  cash,  $4.98  ;  wages,  $75.82.      Post  and  take  a  trial  balance. 

16.  Shipped  to  S.  Warner  &  Co.,  to  be  sold  on  our  account,  200  bags  Sweet  Potatoes  (Smith's  consgt.) 

which  we  have  taken  to  our  account,  at  90c.     Paid  drayage  in  cash,  $7.40. 
Received  from  T.  R.  Simpson,   to  be  sold  on   his  account,    75/10  baskets  Plums  ;    150/10  baskets 
Tomatoes.      Freight  unpaid,  $5.60. 

18.  Shipped  to  T.  Woodard  &  Co.,  to  be  soid  on  our  account,  170  bbls.  Apples    (Hunt's  consgt.).      Paid 

drayage  in  cash,  $14. 
Sold  to  Wm.  Harris  it  Co.,  from  Smipson's  consignment  of  the   16tli,  60  baskets  Plums  at  60c.  ; 

140  baskets  Tomatoes  at  35c 
Took  the  remainder  of  Simpson  s  consignment  to  our  account  at  the  above  prices.      Reported  the 

consignment.     Proceeds  credited. 

19.  Bought  from  W.  G.  Brown  &  Co  ,  500  crates  Strawberries  at   $2  a  crate.      Shipped  these  Straw- 

berries to   Montreal   to  the  City   Market  Co.,   to  be  sold   on   our  account.      Paid  freight  in 

cash,  $19.30. 
Remitted  to  T.  Simp.son,  a  cheque  for  the  amount  of  his  account. 
Received  from   C.   E.   Glover,  to   be   sold  on  his   account,    150/8    baskets   Peaches,   200/6    baskets 

Grapes.     Paid  freight  by  cheque,  $7.25. 

20.  Sales  this  day:  Jas.  Stevenson  &  Bro.,  25  bxs.  Little  Neck  Clams  @  16c.  ;   200  crates  Tomatoes 

@  $2  (Thompson's)  ;  90  baskets  Plums  @  $2.15. 
Wm.  Harris  &  Co.,  100  baskets  Plums  @  $2.15  ;  55  baskets  Peaches  @  90c.  ;  5  bbls.  Melons  (125) 
@  $4.20  a  barrel. 
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F.  Harding  i  Co.,  25  crates  Cucumbers   @   $4.80  ;    200  crates  Tomatoes   (Hunt  i  Co.)  @  $2.25  ; 

12  bbls.  Onions  (Hunt  <K  Co.)  @  $9.37. 
Cash  Sales  :  1  bbl.  Melons  @  $5  ;  150/8  baskets  Peaches  @  90c.  ;  200/6  baskets  Grapes  @  30c. 

22.  Deduct  our  commission  of  15%  and  expenses,  and  send  cheques  for  net  proceeds  to  John  Keene  &  Co., 

and  to  H.  L.  Thompson. 
Reported  C.  E.  Glover's  shipment  of  the  19th.      Proceeds  credited. 

23.  Paid  Briggs  Safe  Co.  by  cheque  for  the  safe. 

Received  from  C.  E.  Glover,  for  sale  on  hi.s  account,  125/10  baskets  Grapes  ;  140/10  baskets 
Peaches.      Freight  unpaid,   $6.60. 

25.  Accepted  J.  W.  Green's  draft  on  us  at  20  days  for  the  bill  of  the  9th. 

Received  from  R.  Morgan  <fe  Co.,  a  statement  of  sales,  showing  $295  placed  to  our  credit.  Drew  on 
them  at  sight  for  the  amount  and  discounted  the  draft  at  the  bank  ;  proceeds  credited. 
Discount,  $1.40. 

Cash  Sales  this  day  :    125/10  baskets  Grapes  @  50c.  ;   140/10  baskets  Peaches  @  90c. 

Reported  C.  E.  Glover's  consignment  of  the  23rd.      Proceeds  credited.      Deposit  aU  cash  but  $100. 

26.  Received  from  S.  Warner  &  Co.  an  account  sales,  with  cheque,  $204,  for  the  net  proceeds  of  our 

shipment  to  them  on  the  16th. 
Received  from   T.    R.   Simpson,   for  sale   on   his   account,    120/8  baskets   Plums  ;    200/10   baskets 
Tomatoes.      Freight  unpaid,   $7.20. 

27.  Sales  this  day:  F.  W.  Harding  &  Co.,  250  bags  Potatoes   (Hunt's)   <S!   95c.     Cash  Sales:    4  bbls. 

Melons  @  $4.50  ;  120/8  ba.skets  Plums  @  50c.  ;  200/10  baskets  Tomatoes  @  25c. 
Reported  T.  R.  Simpson's  consignment  of  the  26th  ;  cartage  75c.     Proceeds  credited. 

28.  Received  from  T.  Woodard  &.  Co.,  an  account  sales  of  our  shipment  to  them  on  the  18th.     Proceeds, 

$214.93,  remitted  by  cheque. 

29.  Received  from  the  City  Market  Co.,  an  account  sales  of  our  shipment  to  them  on   the   1 9th.     They 

enclosed  cheque  for  the  net  proceeds,  $1543.80. 
Received  from  T.  R.  Simpson,   for  sale  on  his  account,    200/10  baskets  Tomatoes  ;    150/8  baskets 
Plums.      Freight  unpaid,  $7.75. 

30.  Sales  this  day:   Jas.  Stevenson  &   Bro.,   150  bxs.   Oranges   @  $3.15;    100/10    baskets   Tomatoes 

@  25c.  ;    50/8    baskets   Plums  @  60c.     Cash   Sales  :    100/10  baskets  Tomatoes  @  25c.  ;   100/8 

baskets  Plums  @  60c. 
Reported  T.  R.  Simpson's  consignment  of  the  29th.     Proceeds  credited. 
Received  the  following  cheques  on  account :    Jas.   Stevenson  &  Bro.,   $73.80  ;    Wm.   Harris  <fc  Co., 

$175  ;  F.  W.  Harding  &  Co.,  $275. 
Gave  our  cheque  to  cover  freight  and  cartage  for  the  month. 
Deducted  our  commission  of  15%  and  warehouse  charges,  $4.20,  and  sent  a  cheque  to  Hunt  &  Co. 

for  the  net  proceeds  of  their  consignment. 
Accepted  T.  Palmer's  draft  at  10  days  in  full  of  his  account.      Deposit  all  cash  but  $100. 
Post  up  to  date.     Take  a  Trial  Balance.      Make  out  the  Financial  Statement.     Close  the  books. 
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SPECIAL  COLUMN  JOURNAL 

The  principle  of  special  columns  may  be  applied  to  the  General  Journal  as  it  is  to  other  posting  books. 

The  use  of  this  Journal  is  conmionly  restricted  to  the  opening  entry  and  adjusting  entries.  It  may, 
however,  also  contain  routine  entries  of  infrecjuent  occurrence  not  provided  for  in  special  books.  If  these 
entries  affect  a  subordinate  ledger,  they  must  either  be  posted  to  both  ledgers  by  items  or  be  provided  for  by 
special  columns.     The  latter  is  the  more  satisfactory  way  of  dealing  with  them. 

Two  methods  of  arrangement  are  conunon: 

1.  Ejitries  and  explanations  are  wTitten  on  the  left  hand  side  of  the  page  and  the  colunms  are  placed  to 
the  right  in  convenient  grouping. 

2.  Entries  and  explanations  are  written  in  the  middle  of  the  page  with  the  debit  colunms  to  the  left  and 
the  credit  columns  to  the  right.     See  illustrations  below. 

Such  special  columns  as  referred  to  above  do  not  fix  the  Umit  of  their  use  in  this  book.  Indeed  special 
columns  may  be  provided  so  that  all  transactions  of  the  business  may  be  passed  through  the  general  journal. 
It  then  becomes  a  synoptic  journal.  The  book  is,  however,  unwieldy,  and  it  does  not  permit  a  convenient 
distribution  of  the  work.     It  is  not  generally  reconunended. 
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Cash 
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C.  M.  Jones 
For  Assets  invested 

9 
Mdse.  Sales. 

C.  Brmvn 
Return  100  ijds.  Ribbon  @  .92 
15 
B.  Rec'le 

R.  Williams 
B.  R.,  at  30  da.,  on  ncct. 
25 
B.  Hunter 

B.  Pay'U. 
B.  P.  on  account. 

Accts.  Pay. 
B.  Rec'le. 
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B.  Pay'le 

11000 

— 

92 
325 

— 

250 

3g6 

250 

11092 
250 
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11000 
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J,17 
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VOUCHER 


For. 


Voucher 

No. 

Creditor 

Terms 

Paid  by 

Date 

Check  or 
B.  Pay. 

No. 

Form  1. 


Pay  to  the  order  of— 


THE  ONTARIO  CONFECTIONERY  CO.  LTD.  No.  22 

Toronto,  Ont.,  June  20,  19 
GORDON  KING  &  CO 


One  hundred  and  Ihirly-seven 


76 


-Dollars 


To  The  Dominion  Bank 


Toronto. 


The  Ontario  Confectionery  Co.  Ltd. 

W.  Thompson,  Manager. 


THE  ONTARIO  CONFECTIONERY  CO.  LTD. 
Statement  of  items  paid  June  20,  19 — hy  chequt  No.  Si 


Date 


Disc. 


Net  Amt. 


Partifulars 


The  tendency  of  modern  accounting  is  to  adopt  such  forms  and  methods  as  will  reduce  the  work  of  the 
bookkeeper.  One  such  method  is  that  known  as  the  Voucher  System  which  meJies  it  possible  to  dispense 
with  the  Purchase  Ledger.     This  method  may  be  used  by  firms  which 

(a)    Pay  all  accounts  payable  with  reasonable  promptness; 

(ft)    MeJte  each  payment  cover  one  or  several  purchases. 

In  this  system  the  place  of  the  Purchase  Journal  is  taken  by  the  Voucher  Register,  the  form  of  which  is 
shown  above.  The  headings  suggested  would  be  suitable  for  a  manufacturing  business  such  as  is  illustrated 
in  Set  VI.     The  form  may  be  varied  to  suit  any  business. 

There  is  no  Purchase  Ledger,  but  a  sunmiary  account  would  be  kept  in  the  General  Ledger,  as  "Vouchers 
Payable"  account. 
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REGISTER 


Amt. 

of 

Voucher 

Freight 

Duty 

Brokerage 

Total 
Cost 

Distribution 

Material 

Boxes 

Account 

C.K. 

Amt. 

Form  2. 


9137.76 

June  20 

Cheque  No. 

22 
Voucher  No. 

GORDON  KING  &  CO. 

76 
One  hundred  atui  thirty-seven  — 

Payment  approved 

It'.    Thomiison,  Mgr. 

Funds  available 

A.  Student,  Secretary. 

THE  ONTARIO  CONFECTIONERY  CO.,  LTD. 
Statement  of  items  paid  June  20,  19 — hy  cheque  No.  22. 

Date 

Amt. 

Disc. 

Net  Amt. 

Particulars 

The  total  of  the  column  "Am't  of  Vouchers"  would  be  posted  to  the  credit  of  this  account.  The  "Accounts 
Payable"  column  in  the  Cash  Book  would  be  replaced  by  a  "Vouchers  Payable"  column,  and  the  total  of  this 
column  would  be  posted  to  the  debit  of  "Vouchers  Payable"  accoimt  in  the  General  Ledger.  The  balance 
"of  Vouchers  Payable"  account  would  hence  be  the  amount  of  outstanding  accounts  payable  at  any  time. 
This  amount  would  prove  with  the  total  of  the  items  not  checked  as  paid  in  the  Voucher  Register. 

In  order  to  have  a  definite  record  of  and  a  check  upon  the  invoices  paid  it  is  usual  to  attach  a  statement 
form  to  the  checjue  issued.  This  form  may  be  made  in  duplicate  as  shown  above, — •  Form  1  and  Form  2. 
Form  1  is  remitted  to  the  creditor,  who  detaches  and  cashes  the  cheque  and  files  the  statement  for  reference. 
Form  2  is  retained  by  the  Purchaser  and  filed  with  the  invoice. 
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NON-TRADING  CONCERNS 

A  non-trading  concern  is  one  not  carried  on  for  profit  as,  a  Club,  a  Society,  a  Board  of  Trade. 

The  double  entry  system  applies  to  such  concerns,  but  the  statement  includes,  instead  of  Trading  and 
Profit  and  Loss  statement,  a  Statement  of  Income  and  Expenditure  and  a  Statement  of  Receipts  and  Payments. 
The  Balance  Sheet  is  conunon  to  both. 

A  Statement  of  Receipts  and  Payments  is  a  classified  summary  of  the  cash  transactions  for  the  period. 
It  corresponds  to  the  cash  book. 

A  Statement  of  Income  and  Expenditure  is  a  classified  summary  of  Revenue  and  Costs  for  the  period. 
It  corresponds  to  the  Loss  and  Gain  account. 

The  forms  can  best  be  illustrated  by  an  example,  thus — 

The  Trial  Balance  of  the  CD.  Dental  Society  at  Dec.  31,  19—,  showed,— Debit  Balances:  Cash  $5552, 
Buildings  S26000,  Library  S5000,  Furniture  SIOOO,  Investments  $10000,  Office  Expense  $2415,  Library 
Expense  .5880;  Salaries  $3,300,  Pubfications  $1600,  Dues  Receivable  $3600. 

Credit  balances:  Interest  on  Investments  $500,  Fines  Levied  $50,  Dues  for  19— SI  1800,  Surplus  $49997. 

Further  data  is  obtained. — There  has  been  added  to  the  Library  during  the  year  $500,  Furniture  now 
valued  at  $3800,  Interest  accrued  on  investment  $100,  Telephone  bills  unpaid  $75,  Dues  in  arrears,  not  collect- 
able, $250  (write  them  off).  Salaries  accrued  $60.  It  is  also  ascertained  that  the  cash  balance  Jan.  1,  was 
$3497,  and  that  the  fees  due  Jan.  1  were  $2000.     Prepare  the  Statements.     Library  valued  at  $5000. 

STATEMENT  OF  RECEIPTS  AND  DISBURSEMENTS 


Receipts 
Cash  on  hand  Jan.  1 

3497 

500 

Disbursements 
Office  Expense 

....     2415 

....       880 

Fines 

Dues  Collected 

50 

10200 

Salaries  Paid 

....     3300 
1600 

Library  books 

Balance  on  hand 

....       500 
....     5552 

14247 

14247 

STATEMENT  OF  INCOME 

AND  EXPENDITURE 

Expenditure 

Office  Expense 2415 

T(lc|ilii.nc  lulls  accrued                     ...                75 

Income 
Interest  on  Investments . . 

Fines 

Dues  for  the  year 

.11800 
250 

. . .       600 
50 

11550 

Liluarv  Expense 880 

.Salaries  paid 3300 

Salaries  Accrued 60 

Publications 1600 

I'urniture  Dept 200 

Surplus 3670 

12200 

12200 

BALANCE  SHEET 

Cash 

Dues  Receivable 

Int.  Acc'd  on  Invest 

Buildings 

5552 

3350 

100 

26000 

5000 

Telephone  bill  acc'd 

Salaries  acc'd 

Surplus  Jan.  1 

Add  Surplus  for  Year .... 

. '.   49997 
. .     3670 

75 
60 

-  53667 

3800 

Investments 

10000 

53802 

53802 

L'^.A^_ 


'i^ 


^_UyL>i-<Jf-i^ 


,:A--  fa-,-/ 


J^ 


I' , 


'r- 


<^ 


^ 


c:=<^e€^ 


'^jA.^  ;--  i^^^-^^-r---^^ 


r     — ^ 


''"'"'"  JHi^'ii'"'"'''''"'"''"'''"' '"'''''' 


f:iiiiiii|iii|ii|ilpiil 


